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White collar workers: they'll still be ded in the automated office 


e@ Why automation will increase the importance of personnel 
e Effective records control begins with records creation 


e First reports on AMA and SPA October conferences 
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.../n the same space 


A TYPICAL PROBLEM AND THE SOLUTION. 
The old plan accommodated 17 people using 
conventional desks and files. In the new plan, 
El-Units provide greater working convenience 

and comfort for 20 people and, at the same time, 

save 20% of the floor area for expansion. 


... WIth Art Metal EL-UNIT MODULAR OFFICES 


Many business offices now “bursting at 
the seams” for lack of floor space actu- 
ally have room and to spare — can pro- 
vide superior working conditions for 
executives and other personnel and leave 
space for new employees. 

All this is accomplished with Art 
Metal's El-Unit Modalar Offices, com- 
posed of work tops and filing cabinets 
in various arrangements. In one large 


Ask for AD-2265. 


EXECUTIVE OFFICE DESKS, CHAIRS AND CREDENZA UNITS + GENERAL OFFICE DESKS AND CHAIRS + FILING EQUIPMENT 


This tree brochure covers 
modular offices in full—shows El-Unit 
requirements for various jobs, detail 
plans and demonstration layouts for 
most efficient use of floor space. 


corporation, individual employees actu- 
ally gained more functional working area 
in El-Units occupying 30 square feet than 
they had in the 80 to 100 square feet 
formerly used. 

El-Units are designed on the modular 
=— and can be assembled in many 
ayouts to expedite individual work. 
Offices can be private, semi-private or 
open — with or without glass-topped 


steel partitions — are easy to rearrange 
as requirements a. You'll find some 
eye-opening ideas about modern office 
facilities in the Art Metal brochure of 
fered below. 

Call your local Art Metal dealer or 
branch office — listed in the “yellow 
pages” of your phone book — or write 
Art Metal Construction Company, James- 
town 10, New York. 


For 67 years 
the halimark 
of the finest 
in office 
equipment 
and systems 


+ WABASH FILING SUPPLIES - POSTINDEX VISIBLE INDEX SYSTEMS 


For More Information Use Readers’ Inquiry Coupon on Page 100 
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Sales up 
$7200 a week... 


Hundreds of new 
customers added... 


Three new delivery 
trucks ordered... 


Here’s another example of the sales-power of the 
telephone in developing out-of-town business. 


The Sun Ray Wholesale Company, an Indiana feed 
and grain dealer, has built up a $375,000 annual business 
solely by calling out-of-town customers on the telephone! 
The cost of the calls is less than 1% of sales. The results are 
shown above. 


Whether you sell grain or grommets, flowers or floun- 
ders—or almost anything else—you’ll find that the planned 
use of Long Distance doesn’t cost... it pays! We'd like 
to show you how to make profitable use of the telephone in 
your business. Just call your Bell Telephone Business Office 
—there’s no obligation. A representative will visit you at 
your convenience. 


BELL TELEPHONE SYSTEM (& 
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LONG DISTANCE RATES ARE LOW 


Here are some examples: 


Indianapolis to Akron. . . . . 90¢ 
Philadelphia to Boston . . . . 95¢ 
Dallas to St. Louis . $1.35 
Atlanta to New York . $1.50 


Los Angeles to Washington, D. C. $2.50 


These are the daytime Station-to-Station rates for the first 
three minutes. They do not include the 10% federal excise tax. 


Call by Number. It's Twice as Fast. 
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Combining the beauty of wood 
with the strength of steel. 


Walnut grained plastic 
top and genuine wal- 
nut drawer housing 
with steel frame and 
steel drawers. 


Mac el Towler NEW YORK: 305 EAST 63rd STREET + TEmpleton 8-5900 


BOSTON: 150 CAUSEWAY STREET 


Richmond 2-1800 
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THE OFFICE workers moving 
homeward on this month’s cover 
serve to emphasize a fact stressed 
in our lead article this month, a 
fact which was underlined by 
speakers at the two major con- 
ferences reported on in this issue: 
the most important element in 
any office is people. Our ma- 
chines grow more remarkable 
every year, our systems more effi- 
cient. Personnel are still the 
controlling factor; they determine 
how well any machine, or any 
system will work. 


They always will. First, last, 
and always—an office is people. 


office | 
management | 
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DUPLICATING 
DEPARTMENT 


Computers. Calculators. Punched card systems. You 
feed information to modern office machines and you 
get back the facts. But, in themselves, facts are static. 
Little or nothing is accomplished until the facts are 
transmitted to the people who can use them—to the 
people who can do something about them. 


MODERN duplicating lets you translate facts into 
action, fast—lets you really realize the savings possible 
from your investment in modern office equipment. 


Your A. B. Dick Company distributor will be glad 
to show you how MODERN duplicating (all four 
major processes) fits into business systems methods. 
You'll find his name listed under Duplicating Machines 
in the classified section of your phone book. Or write 
A. B. Dick Company, 5700 Touhy Avenue, Chicago 
31, Illinois. 


= A-B-DICK 


THE FIRST NAME IN DUPLICATING 


A.B. DICK and & are registered trademarks of A.B. Dick Company. 


For More Information Use Readers’ Inquiry Coupon on Page 100 


Office machine operators 
will double, says NOMA 


A doubling in the number of office 
machine operators every ten years is 
forecast by the National Office Man- 
agement Association. Moreover, says 
NOMA, the proportion of men in 
these jobs will increase, although 
women will continue to predominate 
in office jobs. If present trends con- 
tinue, it was also suggested, there may 
be serious labor shortages in a number 
of important occupations. 


The predictions were based on a 
two-year study conducted on a nation- 
wide basis by members of the faculty 
of Drexel Institute, of Philadelphia. 
The survey, which was directed by 
Prof. William Toombs, was made for 
NOMA. 

According to the studies, the present 
figure of 150,000 machine operators in 
offices will actually double in five 
years. By 1960, it is expected that 
300,000 individuals will earn a living 
by operating office machines. 

Despite this growth, NOMA pre- 
dicted, there will be a continued, 
though lesser, increase in the number 
of bookkeepers and cashiers. While 
there were 756,000 workers in these 
categories in 1950, there will probably 
be 888,000 five years from now. 


The fact that this growth has not 
been especiaily fast is attributed by 
NOMA to an inclination among male 
bookkeepers and cashiers to seek other 
types of jobs. Only half as many men 
hold such positions now as did so 25 
years ago. 

However, it is believed that the 
machine itself is attracting men back 
to the office. The survey indicated 
that there will be approximately 300,- 
000 more male office workers in 1960 
than there were in 1950, and half of 
this number will probably be account- 
ed for by an increase in machine op- 
erators. Nevertheless, it was expected 
that there would be an increase of 
1,000,000 women during the same 
period. 

The report commented: “The op- 
timism of the office machinery industry 
is probably well deserved, although 
impending changes cannot happen 
overnight. Time is required to develop 
and produce such equipment. Manu- 
facturing costs, particularly on elec- 
tronic equipment, must be reduced 
considerably to make such machinery 
practical for any but the larger com- 
panies. 


OFFICE MANAGEMENT 
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Had to re-order this item lately? 


Working capital ! Even the healthiest com- 
panies need an occasional transfusion of 
this life-blood of business, via bank loans 
or stock issues. 

But when there’s a chronic shortage, it 
usually means that corporate anemia 
has set in. Routine operations seem like 
mighty efforts. Opportunities slip by — 
for the patient has lost the power to act. 

In many such cases, Keysort punched- 
ecard accounting works wonders. 

For it often happens that the cause of 
chronic working-capital shortage lies 
right in a company’s own inventory. Too 
much money is tied up in raw materials, 


Keysort factory control can show you 
on time when and where an unnecessary 
inventory bulge is developing. Thus you 
keep inventory lean, and use the money 
saved to nourish working capital. 


A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and 
give them to you fast. Daily, weekly, 
monthly — as your needs require. Whether 
you run a 100-man branch plant, or an 
industrial titan. At low cost. 


The trained McBee man near you has 
a presentation which will show you how 
it’s done. Jt takes just one hour, from 
start to finish. Phone him or write us. 
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in-process goods, unshipped products. 
bY © 
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McBEE cot oe $F 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


For More Information Use Readers’ Inquiry Coupon on Page 100 
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$255 yee? 


NEW EDITION 


Still Only 


Record-Keeping 


This “Bible” of 
Record-Keeping shows how to 


1. Save 200% to 300% on record forms 2. Increase accuracy of reports 
3. Produce reports faster 


Previous editions were sellouts. And now, still only $1.00, this new, 
enlarged, 4-color, 160-page catalog shows over 500 forms that you 
can get at your National stationer’s. 


It illustrates simple record-keeping forms . . . complete account- 
ing systems . . . time keeping and payroll systems . . . visible 
systems . . . housings of all types. You save money over special 
forms. Need less inventory. Can use standard housings. Get your 
copy from your National Stationer . . . or clip dollar bill to coupon 


and mail to us. 


Invaluable Hl ees ee ee <a 
. 

in | Seeeeeea™ National Blank Book | 
ACCOUNTING | ~ COMPANY | 
ADVERTISING | 1711 Water St., Holyoke, Mass. ] 
CREDIT | = P | 

ease send me NEW RECORDS CATALOG. 

aes | Dollar is enclosed. | 
PURCHASING . NS dig aiocna ccs eee abe, pied ane Work Rs wh wl 
RECEIVING & 

SHIPPING — ] ERE Ce AG ST Sy emer ee Nene ea | 
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“Both time and experience are also 
needed in order to learn how to use 
such machinery more effectively. Many 
companies will hold off purchasing 
such equipment during the pioneering 
period. 

“Finally, many other companies are 
probably too small ever to use elec- 
tronic equipment economically.” 

On the basis of its figures, NOMA 
expressed a conviction that the office 
machine definitely was not putting 
people out of their jobs. On the con- 
trary, it said, “if the economy con- 
tinues to expand as it has recently, it 
is quite possible that shortages will 
develop which will be as severe as they 
were in 1952. Any increase in demand 
is likely to produce acute shortages, 
for instance, in the most eligible age 
groups of female workers (those under 
35),” and the report said further that 
“any relief from shortages of custom- 
ary help would not be available from 
temporary workers.” 

The report also noted what appeared 
to be a decline in the interest of high 
school students in the study of busi- 
ness and accounting subjects. It was 
pointed out that enrollment in busi- 
ness arithmetic courses has dropped 50 
per cent, while there has been a drop 
of 20 per cent in enrollment in book- 
keeping classes. 


Burroughs acquires Hadley 


Final arrangements were completed 
September 20, for the acquisition of the 
Charles R. Hadley Company of Los 
Angeles as a wholly owned subsidiary 
of Burroughs Corporation of Detroit. 

The Detroit corporation exchanged 
79,400 shares of common stock for all 
of the outstanding stock of the Hadley 
firm, which had a net worth on July 
31, 1955, of $2,370,000. Its earnings 
after taxes for the ten months pericd 
ending July 31 were $265,000. 

It also was announced that George 
L. Todd, the president of The 
Todd Company, Rochester, N. Y., an- 
other recently acquired Burroughs sub- 
sidiary, would become president of the 
West Coast firm. He replaces Ross 
Hadley, who is retiring. 

Other officers of the Hadley firm 
who will continue in their present ca- 
pacities are Robert R. Webb, executive 
vice president and general manager; 
J. Phillip Ellsworth, vice president of 
manufacturing; Allen E. Stimson, con- 
troller; William C. Johnson, sales man- 
ager, and E. Kenneth Logie, assistant 
sales manager. 
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Odor Control Is A Profit Builder! 


THIS AIRKEM DEVICE ENDED 
AN OFFICE MANAGER’S NIGHTMARE 


That device is an “Osmetrol.” It is designed to vaporize 
special Airkem Odor Counteractants into the air stream of 
an air conditioning system so that occupancy odors will be 
killed. Normally those odors are from cigarette smoke, food, 
perspiration and the many other residues of everyday work, 
living and play. Airkem units may be attached to both large 
and small air conditioning systems. Some installations have 
even reduced air conditioner operating costs by increasing 
the use of recirculated air. 


At Gutta Percha & Rubber, Limited, in Toronto, Canada, 
the office was plagued by the odors of rubber and processing 
chemicals. The firm manufactures a wide variety of indus- 
trial rubber products including conveyor belting, all types 
of industrial hose and extruded and molded rubber goods. 
But the air conditioning system sucked in all the odors from 
the operation and made working conditions difficult in the 

office building on the plant grounds. 


Airkem was asked for help. An 
Osmetroi was installed right in the air 


Odor Control is a Profit Builder for 
hospitals, restaurants, bars, con- 
fectioners, paper mills, and many 
other industries and institutions. 


NOVEMBER 1955 


conditioning system and the change was noticed immedi- 
ately. Results were so good that management commented 
that the odor condition was remedied and working condi- 
tions were excellent. Airkem installations are generally made 
to treat less aggravating conditions, although there are 
Airkem odor counteractants to treat such annoying odors as 
fish, sulphur dioxide and even fried onions. 


Mail in coupon for free survey or for additional information. 
There's no obligation. 


Airkem, Inc., 241 East 44th Street, New York 17, N. Y. 


Send me more information on: [] Air Conditioner Installations 
() General Office and Plant Use 
() Have Airkem Field Engineer Call 


Name 


Company 


Address. 


--—-—-—-—-—-—-—-—-—-----4 


City OM-11-55 


For More Information Use Readers’ Inquiry Coupon on Page 100 
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Magnification shows you: 


So sharp, so clear, so easy to 
read...on glare-free 


HAMMERMILL LEDGER 


Here are figures written on Hammermill Ledger — magnified four 
times. They're written with a steel pen just as one of your own 
bookkeepers might write them. And just see the clarity, the easy- 
to-read legibility! 

Turning out faster work while cutting down on errors is the neatest 
trick of the week. Any week. And Hammermill Ledger helps you 
do it. Its glare-free surface and soft colors make it just about the 
most eye-restful ledger that ever gladdened a bookkeeper's glance. 


Hammermill Ledger takes typing and writing better, too, for 
neater, cleaner entries, both pen and typewritten. For sharp, legible 
bookkeeping machine entries, choose from the special items water- 
marked “Posting Finish”. 

Durable enough to stand up under years of handling, Hammermill 
Ledger has a firm, uniform surface that takes cleaner, sharper ruling 
and printing. Write—now—on your business letterhead for free sample 
book. Hammermill Paper Company, 1471 East Lake Road, Erie 6, Pa. 


MMERA1y 


..yet LEDGER <¢ costs no 


more 


MADE BY THE MAKERS OF HAMMERMILE BOND 


For More Information Use Readers’ Inquiry Coupon on Page 100 


Coming Events 


Measurement of Management Con- 
ference. New York, November 3-4. 
Sponsor: Society for Advancement of 
Management. Place: Hotel Statler. 


24th Annual National Conference of 
the CIA. Los Angeles, November 6-9. 
Sponsor: Controllers Institute of Amer 
ica. Place: Statler Hotel. 


San Francisco Conference and Office 
Equipment Show. San Francisco, 
November 7-9. 

Sponsor: San Francisco Chapter of the 

National Office Management Associa- : 
tion. Place: Sheraton Palace Hotel. 


1955 Eastern Joint Computer Confer- 
ence and Exhibition. Boston, 
November 7-9. 

Sponsors: American Institute of Elec- 
trical Engineers; Institute of Radio 
Engineers; Association for Computing 
Machinery. Place: Hotel Statler. 


Seventh Annual Personnel Administra- 
tion Conference. Chicago, November 
7-9, 

Sponsor: American Society for Person- 
nel Administration. Place: Conrad Hil- 
ton Hotel. 


IMS 19th Annual Time and Motion 
Study and Management Clinic. 
Chicago, November 9-11. 

Sponsor: Industrial Management So- 
| ciety. Place: Sherman Hotel. 


Electronic Business Systems Confer- 
ence. Los Angeles, November 10-11. 
Sponsor: National Machine Account- 
ants Association (Western Region). 
Place: Statle: Hotel. 


Conference on Office Automation. 
Chicago, November 14-15. 

Sponsor: The University of Chicago. 
Place: Shoreland Hotel. 


Second International Automation 
Exposition. Chicago, November 
14-17. 


Sponsor: The International Automa- 
tion Exposition. Place: Navy Pier. 


Professional Institute, “Electronics in 
Management.” Washington, 
November 14-18. 

Sponsor: The American University. 
Place: The American University. 


(To next page) 
OFFICE MANAGEMENT 
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whatever the job... 


SELF-STICKING 


ERMACEL IAPE 


In our complete line, there’s a self-sticking tape for every job. write Permacel Tape Corporation, New Brunswick, N. J 
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MORE THAN 
30 DIFFERENT POINTS 
« + ONE JUST RIGHT 
FOR EVERY WRITING STYLE 


CHOOSE THE RIGHT POINT 
FOR THE WAY YOU WRITE 
. by number 


MODEL 444 


America’s most popular desk pen. Pen 2556 ‘Fats 
always ready to write a full page or more 2550 Aevk Aeteprtrig 


. ‘ : . : r 
because it refills itself instantly every time 934M Mecli tsb, 
you return it to the socket in the modern 


9460 Ceehon/ 
fountain-base. (aise pubite eoukter we) 
Try one on a 30-day money-back guaran- 9550 Cn oe Pern 


tee. At any pen counter. 2668 Aeveral, wriling 


Gsterbrook 


DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet Street, East: Toronto, Ontario 
COPYRIGHT 1955, THE ESTERBROOK PEN COMPANY 


For More Information Use Readers’ Inquiry Coupon on Page 100 
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Minneapolis-St. Paul Seminar and 
Office Equipment Show. Minneapolis, 
November 15-16, 

Sponsor: Minneapolis-St. Paul Chapter 
of the National Office Management As- 
sociation. Place: Nicollet Hotel. 


1955 Pittsburgh Business Show. 
Pittsburgh, November 28-30. 
Sponsors: Pittsburgh Chapter, Nation- 
al Association of Cost Accountants; Of- 
fice Management Association of Pitts- 
burgh, Inc.; Office Equipment Sales 
Managers Association of Pittsburgh. 
Place: Hotel William Penn. 


Air Conditioning & Refrigeration 
Exposition. Atlantic City, 

November 28-December 1. 

Sponsor: Air-Conditioning & Refrig- 
eration Institute. 


Record Controls Seminar. Chicago, 
November 28-December 2. 

Sponsor: Record Controls, Inc. Place. 
Palmer House. 


Operations Research Symposium. 
Philadelphia, December 14. 

Sponsors: Philadelphia Section, I.R.E.; 
Delaware Valley Section, Society for 
Industrial and Applied Mathematics; 
Professional Group on Engineering 
Management, I.R.E. Place: University 
Museum, University of Pennsylvania. 


Conference, “Practical Utilization of 
Recorded Knowledge,” Cleveland, 
January 16-18. 

Sponsor: Western Reserve University. 
Place: Western Reserve University. 


AMA General Management Confer- 
ence. San Francisco, January 24-27. 
Sponsor: American Management Asso- 
ciation. Place: Hotel Fairmont. 


OMAC Business Show. Chicago, 
February 12-15. 

Sponsor: Office Management Associa- 
tion of Chicago. Place: Conrad Hilton 
Hotel. 


1956 Conference on High-Speed 
Computers. Baton Rouge, February 
15-17. 

Sponsor: Louisiana State University. 
Place: Louisiana State University. 


AMA Personnel Conference. 
Chicago, February 15-17. 

Sponsor: American Management Asso- 
ciation. Place: The Palmer House. 
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are your employees diamonds in the rough? 


You have every right to be proud of your 


staff—so why not show clients and customers 
by placing employees in surroundings that say: 
“These are valuable people.” 
And there’s no better starting point 
than Royal professional furniture. 


Look at the executive and 
secretarial chairs shown on this page 
... they’re made for V.I.P.s, your V.I.P.s. 


oa 


professional 


furniture 


Royat Meta MANUFACTURING COMPANY 


175 North Michigan Avenue « Chicago 1, Illinois 
Offices and plants from coast to coast 
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No. 1210 Executive Chair 


The seat of good judgment...designed for a 
man of impeccable good taste. Large seat and 
back are firmly molded with 6” of foam 
rubber—upholstered in rich Royal-Point 
fabric. Seat is flexible...raises, lowers and 
swivels at any height. Back is also adjustable. 
Plastelle enamel finished frame is ruggedly 
constructed. Internal mechanism crafted with 
watch-like precision. 


Look to 


No. 1250N Executive Chair 


Here’s a chair that heralds the position of 
every V.1.P. Built for man-size comfort, the 
wide, richly padded seat and adjustable free- 
floating back is tailored to perfection. Coil 
spring seat raises from 17” to 23”. All 
welded square tube frame is as strong as 
steel...features convenient island type base. 
Neatly upholstered armrests. 


Royal Metal Furniture Company, Dept. 211 
175 No. Michigan Ave., Chicago 1, Illinois 


No. 1230N Executive Chair 


With dignity and masculine simplicity, Royal 
has crafted this streamlined executive chair. 
24 unit hourglass coil spring seat is lavishly 
padded and mounted on all-wélded steel 
frame. Tilt and swivel mechanism is adjust- 
able for personalized contour comfort. Sturdy 
island base complete with rubber kick-plates. 
Upholstered arm rests are poised on Plastelle 
finished frame. 


professional furniture 


1276N Posture Chair 


Royal's deluxe posture chair was designed to 
promote top efficiency through healthful con- 
tour comfort. Shaped backrest is mounted on 
sturdy steel upright for back support and is 
adjustable 4 ways. 244” thick foam rubber 
seat can be raised from 17 to 23 inches... 
swivels at all heights. All welded steel base 
finished in Plastelle enamel. 


Please rush me the new illustrated folder on your 
distinctive line of executive chairs. 


Address 


City EE EEE 


ROYAL METAL MANUFACTURING COMPANY - 175 No. Michigan Ave., Chicago 1, Ill. 
Factories: Los Angeles « Michigan City, Ind. « Plainfield, Conn. « Warren, Pa. « Walden, N.Y. 
Southfields, N.Y. - Galt, Ontario 
Showrooms: Chicago + Los Angeles +» San Francisco « New York City 


Aiitharizad daslare avarvuahara 


No. 1265N Secretarial Chair 


Smart styling with comfort where it counts... 
in foam rubber seat and 4-way adjustable 
backrest. Generous seat capacity gives full, 
firm support to stout or petite worker. Back- 
rest is mounted to compression action that 
follows every body movement. Steel frame 
finished in attractive Plastelle enamel. Sturdy 
base features molded rubber scuff guards 
and ball bearing casters. 


designed to facilitate modern business 
in form... function... and economy. 


SOON Arm Chair 


A matching companion piece to No. 1230, 
this model was designed to complement a 
distinctive decor. All welded steel frame ac- 
centuates the neat upholstery of Super Tuftex 
...a guaranteed vinyl plastic fabric. Seat, 
featuring coil spring, is fully padded along ~ 
with backrest. Complete with upholstered arm 
rests. Overall dimensions: 21” x 2314”. 


No. 913-N Side Chair 


A matching side chair of fine quality. All 
metal, all welded square tubular steel frame, 
with leg braces for extra strength. Up- 
holstered, replaceable flex-spring seat. Note 
flared legs, which protect back from marring 
wall. Seat, 1644” x 16”; back, 14” x 10”; 
overall, 16144” x 1934”. Plastelle enamel finish. 


® 


METAL FURNITURE SINCE ‘97 
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People in the News 


LOUIS E. NUFER has been elected 
financial vice president and treasurer 
of the Pepsi-Cola Co, 


HAROLD HOWE has been named | 


secretary of the American Smelting & | 


Refining Co., New York. 


G. R. WALKER has been appointed 
treasurer of International 
Co., Ltd., Coral Gables, Fla. 


Petroleum 


GEORGE A. LANE, controller of the 
Midwest Piping Co., Inc., St. Louis, 
has been named treasurer. 


SEYMOUR MILSTEIN has been elect- 


ed president of Mastic Tile Corp. of | 


America, maker of “Matico” floor and 
wall tiles, succeeding H. A. Hachmei- 
ster, who has become chairman of the 


board. 


JAMES E. BROWN, treasurer of 
Cooper-Bessemer Corp., Mt. Vernon, 
Ohio, has also assumed the duties of 
secretary. 


HARRY V. LETT has been named 
treasurer of Webb & Knapp, Inc., New 
York. He will continue also as secre- 
tary. 


WALTER ASHENBRAND has as- 
sumed the post of comptroller with 
Tap-Rite Products Corp. 


JOHN O. SEWELL has been named 
comptroller of the two British divisions 
of the Yale & Towne Mfg. Co. 


RICHARD D. JANSON has been 
named treasurer of C. Tennant, Sons 
& Co., of New York, makers of non- 
ferrous wire products. 


A. A. MARQUER, Jr, has been named 
supervisor of employment for the Cru- 
cible Steel Co. of America. 


J. HARRY KANE has been named 
controller of the Georgia-Pacific Ply- 
wood Co., Portland, Ore. 


HAROLD E. TALBOTT, formerly 
Secretary of the Air Force, has been 
elected to the board of directors of 
the Old Town Corp., New York, man- 
ufacturer of duplicating machines, du- 
plicating supplies, carbon paper, inked 
ribbons, etc. 
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HOW 10 
SUCCEED 
WHILE YOU'RE 
STILL YOUNG 


y SURPRISES many people to learn 
that the average age of the men 
who respond to our advertisements is 
closer to forty than to twenty. But it’s 
not hard to understand why this is 
true! 

Most young men are satisfied with 
their progress in business. Their na- 
tive ability and energy are enough to 
win them regular promotions and sal- 
ary increases. They find success only 
a matter of time. 

But the day comes, often with a 
shocking suddenness, when this easy 
and casual progress ends abruptly. 

Many a man wakes up with a start 
in his thirties or forties to find that 
his income has leveled off, and that 
promotions have ceased. 

“I’m not getting ahead as fast as I 
should,” he says to himself. “Where 
am I going to be ten years from now?” 

Why does this pathetic pattern ap- 
pear in so many promising careers? 

The answer is simple: Sheer ability 
and energy can carry a man to the 
mid-way point in business . . . but only 
a thorough knowledge of business fun- 
damentals can help him beyond that 
point. 

If you realize that fact while time is 
still on your side—and act on it—you 
can succeed while you’re still young. 


FREE..." FORGING AHEAD IN BUSINESS” 


We do not claim that you must have 
the Alexander Hamilton Course in 


order to succeed in business. But we 
do say that you cannot succeed with- 
out what is in the Course! 

All the Institute does is offer you a 
convenient and time-saving means of 
bringing this knowledge to you in your 
spare time; and in a form that has 
proved to be practical and effective for 
more than forty years. 

So that you may judge for yourself 
whether or not you think the Institute 
can help you, we have published an 
informative 48-page book titled “Forg- 
ing Ahead in Business.” 

We believe that this little book will 
help any man get down to bedrock in 
his thinking; however, there’s no cost 
or obligation for it because—frankly 
—we’ve never been able to put a price 
on it that would reflect its true value. 
Some men have found a fortune in its 
pages. 

If you would like a complimentary 
copy of “Forging Ahead in Business,” 
simply sign and return the coupon be- 
low. It will be mailed to you promptly. 


ALEXANDER HAMILTON INSTITUTE 

Dept. 400, 71 W. 23rd Street, New York 10, N. Y. 

In Canada: 57 Bloor St., W., Toronto, Ontario, Canada 
Please Mail Me, Without Cost, a Copy of Your 48-Page Book=— 
“FORGING AHEAD IN BUSINESS” 


Home Address. 


For More Information Use Readers’ Inquiry Counon on Page 100 
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Introducing 
the soft 


pencil that 
holds its 


——————— 


‘MIRADO 


Ne 1% “Servisoft” 


Softer, blacker than No. 2...longer-lasting than No. 1 
... perfect for quick notes and pleasant writing. Try a 
dozen and see! Exclusive with MIRADO — world’s 
largest-selling pencil. Look for the Red Band trademark. 


Write for free sample, naming this magazine 
and your regular pencil supplier. 


* 99 Years of Quality Pencil Making 


* LONDON * TORONTO . MEXICO . SYDNEY 


a eee 
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ROY G. SIMPSON has joined the W. 
| A. Sheaffer Pen Co., Ft. Madison, 
lowa, as a research associate. Formerly 
he was a consultant with Ernst & Ernst. 


STERLING H. BASS has been elected 
treasurer of the Kellogg Switchboard 
& Supply Co., Chicago division of In- 
| ternational Telephone & Telegraph 
Corp. 


GEORGE W. WALLER has been 
named controller of the Mathes Co., 
| subsidiary of Glen Alden Corp. 


Association News 


THE RECORDS MANAGEMENT 
Association of New York has become 
an incorporated organization. The 
new by-laws were ratified by the mem- 
bership at the meeting on September 
12. The group met again on October 
10 at 3 W. 5ist St., and heard an ad- 
dress by M. G. Bastianello, Director of 
Planning and Presentation, Business 
Services Dept., Remington Rand, on 
“The White Elephant—Office Pet: 
what he is; how he came to grow so 
big, and how to handle him.” 


DEVELOPING MORALE and Team- 
work,” the second of a six-session 
series on “Effective Supervision” was 
the subject discussed at the regular 
monthly meeting of the Transcription 
Supervisors’ Association of New York, 
held in Whyte’s Restaurant, Monday, 
October 10. The speaker was Jerome 


Mayer, an industrial consultant. 


ROBERT BOYD PARKER, Assistant 
to the President, American Brake Shoe 
Co., was the speaker at the October 19 
dinner meeting of the Office Execu- 
tives Association of New York. His 
topic was “Crystal Ball Selection of 
Management Personnel.” A discussion 
of employee benefit plans was featured a 
at the OEA October luncheon meeting, 

held October 5. John M. Hines, Sec- 

ond Vice President, Equitable Life 
Assurance Society of the U. S., was 

the speaker. 


THE OFFICE MANAGEMENT AS- 
SOCIATION of Chicago held its first 
fall luncheon meeting on October 6 
at the Morrison Hotel. Oakah Jones, 
General Manager of the Consumers 
Gas Co., of Toronto, spoke on “An- 
alyzing and Appraising Office Man- 
agement.” 
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See erg ee 


Ask your maintenance man or janitor supply house for one of 
the many fine waxes on the market containing ““Ludox”’ col- 
loidal silica—Du Pont’s anti-slip ingredient for safer floors. 
E. I. DU PONT DE NEMOURS & CO. (INC.), GRASSELLI CHEMICALS 
DEPT., WILMINGTON 98, DELAWARE. In Canada: DU PONT COM- 


REG. Uy. s. PAT. OFF. 
PANY OF CANADA LIMITED, BOX 660, MONTREAL, P. Q. BETTER THINGS FOR BETTER LIVING . . . THROUGH CHEMISTRY 


For More Information Use Readers’ Inquiry Coupon on Page 100 
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Ann OuncinG 


Bi |) Office 
management 


YEAR BOOK 


Will be published annually 
beginning with the 1956 edition in | ~ 


JANUARY 


MANUFACTURERS: 


The Office Management YEAR BOOK issue in 
January offers you an unusual opportunity to pre- 
sent your institutionaband overall product story 
in a medium that will last and be referred to for 
a full year by America's most influential manage- 
ment executives concerned with office adminis- 
tration. Arrange to take space that will do full 
justice to your company. 


Closing dates: December | for set copy; Decem- 
ber sth for full plates and catalog inserts. There 
is no premium for this issue . . . regular rates 
apply. 


The swift progress in office administration is effecting 
revolutionary changes in methods and techniques. To 
record the advances made each year for he study 
and review of our readers, in answer to their many 
= each JANUARY issue of Office Management 
will be specially edited and designed in over-all 
format to comprise the YEARBOOK of Office Man- 
agement. It will be complete, authoritative, expertly 
written and compiled . . . with leading management 
executives contributing. 


It is planned to reflect: 


@ Trends in automation and integrated data processing in 
the office. 


@ Systems development and design . . . forms revision and 
simplification. 


@ The new development in office layouts, machinery, equip- 
ment. 


@ Economics of office automation affecting purchases of 
equipment for new proceedures. 


@ Latest personnel practices to cope with the demand for 
highly trained people . . . stimulated by the impact of 
new and elaborate machines. 


@ A compendium of all the latest manufacturers’ catalogs 
and literature available for management executives and 
a convenient method for obtaining them. 


It will also incorporate the detailed reports 
on the “Office of the Year Awards” which 
have been made annually by Office Manage- 
ment for the past six years. 


Office Management YEAR BOOK  *.8™. 4. 
in January 1956. Q 


OFFICE MANAGEMENT 


The Magazine of Management Executives 
Published by Geyer-McAllister Publications. Est. 1877 


212 Fifth Avenue New York 10, N. Y. 


Look for the first issue of the ‘@: 
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November business shows cover the 
country 

Among the places where the latest 
business equipment can be seen on dis- 
play this month are San Francisco, 
Minneapolis, and Pittsburgh. The San 
Francisco Conference and Office Equip- 
ment Show will be held Nov. 7-9 at 
the Sheraton Palace Hotel under the 
auspices of the San Francisco Chapter 
of the National Office Management As- 
sociation. The Minneapolis-St. Paul 
Seminar and Office Equipment Show 
is sponsored by the Minneapolis-St. 
Paul Chapter of NOMA, and will take 
place at the Nicollet Hotel, Nov. 15-16. 
The exhibit at Pittsburgh’s Hotel Wil- 
liam Penn, scheduled for Nov. 28-30, 
is sponsored by the Pittsburgh Chapter 
of the National Association of Cost Ac- 
countants, the Office Management As- 
sociation of Pittsburgh, Inc., and the 
Office Equipment Sales Managers As- 
sociation of Pittsburgh, through The 
Pittsburgh Business Show Committee. 


Controllers meet this month 


More than 800 financial and account- 
ing executives are expected to attend 
the 24th Annual National Conference 
of the Controllers Institute of America 
to be held in Los Angeles November 


6-9, according to association officers. 


The organization’s Los Angeles Con- | 


trol is serving as host to the conference, 


which will be held in the Hotel Statler. 


Fifteen industry conference sessions | 


will be included in the program. 


Ceilings can now be rented 

Complete ceiling installations of the 
luminous type, which, in addition to 
providing even, glareless light, can incor- 
porate acoustical control and a system 
for regulating the air flow used in 
heating and air conditioning, can now 
be obtained on a rental basis under a 
new plan announced by Luminous 
Ceilings, Inc., 2500 W. North Ave., 
Chicago. L. J. Segil, president of the 
company, said that under this plan “the 
entire amount of rental can be written 


off taxwise as maintenance and service 


over the five-year period of the lease.” 
It was estimated that a ceiling that 


would cost $2,000 installed would be | 
available at a rental of about $50 a | 


month for five years, with a reduction 
after that period. This figure would 


include all cleaning and maintenance. 
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POSTING IS DONE ONLY 
ONCE EACH MONTH. 


EASY TO POST—AND 
EASY TO PROVE 


EVERY CHARGE VERIFIED 


costs come down! 


a simple low cost plan ~~~~= 
fou businesses of every size and, type 
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BY WRITTEN RECORD. 


COMPLETE ACCOUNT 
RECORDS IN ONE PLACE. 


CAN PROVIDE DUPLICATE 
COPIES FOR SECURITY. 


BETTER BUSINESS RELATIONS 


the plan sald it practical... 
LoFebure equipment, makes it, profitable 


WRITE FOR Le Febure CORPORATION 


aa WN 
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now... 
erase errors 
magnetically 


as you DICTATE 


with the new 
Comptometer® magnetic 
dictation machine 


Here is the greatest improvement 
in dictation’s 68 year history! Dic- 
tate as easy as talking. Make an 
error—re-word a phrase? It’s no 
problem. Simply backspace and re- 
dictate the new or correct thought. 
It is recorded as the old erases it- 
self, magnetically. You’ll hand 
your secretary perfect dictation 
she will transcribe faster and better. 
Only magnetic dictation gives you 
this new freedom and simplicity. 


YOU ARE INVITED TO TRY THIS YEARS-AHEAD COMPTOMETER 
IN A FREE OFFICE TRIAL OR DEMONSTRATION 


RE-USABLE BELTS 
NEVER WEAR OUT 


Comptometer’s Erase-O- 
Matic belts, made from 
miracle Mylar*, can be re- 
used thousands of times—a 
tremendous economy fea- 
ture. They ore renewed 
magnetically, in just three 
seconds, without removing 
from machine. 


HI-FI VOICE 
REPRODUCTION 


Comptometer’s magnetic 
dictation means high fidel- 
ity —true, authentic repro- 
duction of your voice, 
making it easier to under- 
stand for faster, more per- 
fect transcription. 


*DU PONT'S TRADEMARK 
FOR ITS POLYESTER FILM 


DICTATION'S GREATEST TRIUMPH! 


— ae — A ee 


Comptometer 
Erase-O-Matic 
belt. Never wears 


: 1887 1939 1948 out, can be used 
The first dictation The first record First flexible indefinitely, er- 
aS machine with type dictation. plastic belt. A rors can be erased 
: fragile wax cylin- Disodvantage: definite advance, magnetically. 
ders thot had to costly, breakable, but still costly, - 
be re-surfoced. only one use. one use. : 


Comptometer Dictation Division 
Felt & Tarrant Mfg. Co. 
MAIL 1702 Marshfield St., Chicago 22, Illinois 
COUPON Gentlemen: Without any cost or obligation 
please arrange: 
T 0 DAY (_] FREE DEMONSTRATION 
(_] FREE 10 DAY TRIAL 


[_] Send complete information 


NAME 


TITLE 
COMPANY 


ADDRESS 


CITY 


COUNTY 


For More Information Use Readers’ Inquiry Coupon on Page 100 


Combination 
Dictation-Transcription 
Machine 


The new Comptometer 


Dictation-Transcription Machine, 
the world famous Comptometer 
Adding-Calculating Machine, and 


the new Comptograph 10-key 
Calculating-Adding Machine 
are products of Felt & Tarrant 
Mfg. Co., Chicago 22, Ill. 
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Electronic business systems conference 
set this month 

A two-day program designed to cover 
the practical, rather than the technical, 
use of large and small electronic com- 
puters will be held at the Statler Hotel, 
Los Angeles, November 10th and 11th 
under the sponsorship of the Western 
Region, Naticnal Machine Accountants 
Association. In addition to speeches by 
authorities in the field, the Electronic 
Business Systems Conference will fea- 
ture exhibits of leading manufacturers 
of electronic equipment for business 
use. 


“Package” burglar-robbery insurance 
offered 

A new “package” type of insurance 
policy especialiy designed for small of- 
fices now makes possible protection 
against burglary and robbery at a cost 
said to be considerably less than that of 
conventional insurance. Seven different 
kinds of insurance are covered in one 
policy. These are: (1) robbery within 
the office; (2) robbery from an official, 
member of firm, proprietor or author- 
ized employee outside the office; (3) loss 
caused by kidnapping and forcing some- 
one to open the office; (4) burglary of 
safe up to the limit of the policy, and 
burglary of money and securities in the 
office but outside the safe, up to a limit 
of $50; (5) theft of money or securities 
from a night depository in a bank or 
from the home of the insured owner 
or any employee authorized to have 
the money or securities with him; (6) 
loss of property other than money and 
securities by theft from within the of- 
fice at any time, with $10 deductible 
from each such loss; and (7) damage 
to the property of the insured, or any 
property for which he is liable, result- 
ing from any of the crimes above, or 
any attempt at such crimes. 

Details of the plan may be found in 
a recent Budlletin of the Security-Con- 
necticut Insurance Companies, Whit- 
ney Ave., New Haven, Conn. 


Time and motion study conference 
scheduled 

The Nineteenth Annual Time and 
Motion Study and Management Clinic 
will be held November 9th through 
11th at Chicago’s Sherman Hotel. The 
clinic is sponsored by the Industrial 
Management Society. Subjects to be 
discussed include recent developments 
in time study, motion economy, job 
evaluation, production control, methods, 
plant layout, incentives, and human re- 
lations. New products and processes 
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PLANS are moving ahead rapidly 
for the new Annual Yearbook issue 
of Office Management which we 
will publish in January. The final 
breakdown of sections within the 
yearbook will cover eight major 
divisions. These will be: automa- 
tion and integrated data processing 
in the office; systems design, includ- 
ing forms revision and simplifica- 
tion; personnel practices and trends; 
office layout and furnishings. Also, 
there will be a comprehensive re- 
view of the major equipment fields 
covered in our popular “Tools of 
the Office” series; a listing of the 
most important equipment and serv- 
ice catalogs, brochures, films, and 
booklets issued during 1955; the 
stories on our six annual “Office of 
the Year” award winners (which 
are announced on page 27 of this 
issue); a review of important de- 
velopments and events of 1955, and 
a preview of major events sched- 
uled for 1956. 


THIS seems to us a comprehensive 
line-up, and a spot check taken 
among a small group of our readers 
would seem to confirm this. Most 
of them like it, and think it covers 
pretty well the major fields of in 
terest to administrators concerned 
with the office. We've also culled 
quite a few excellent suggestions 
from the letters received on specific 
angles that might be covered within 
the major categories listed. 


With the 


editors— 


A FEW readers do sound a cau- 
tious note, pointing eut that the 
prospectus sounds promising, but 
the vital thing is the delivery of the 
goods. In other words, the cate- 
gories are well chosen, but the con- 
tent of the articles within each sub- 
ject category is what really counts. 

We couldn't agree more. We'll 
do our best 

And we think you'll like it. 


THANKS for your interest and 
your ideas . 


SPEAKING of the Yearbook issue, 
another question has arisen in con- 
nection with it. Naturally, every 
Office Management subscriber will 
receive a copy, but many of our 
readers want to know whether the 
yearbook will be sold independent- 
ly as well, and, if so, for how much. 

We don’t plan to sell copies of the 
Yearbook issue on a single copy 
basis, except to people who are al- 
ready subscribers, and who wish 
additional copies over and above the 
copy they receive as subscribers. 
The price for each additional copy 
ordered by a reader will be one 


dollar. 


(2 olbe+" SoH 
Editor 
Robert Beeman, Associate Editor 
Thomas V. Murphy, Editor-in-chief 
Geyer-McAllister Publications 


will be shown at an accompanying ex- 


hibit. 


OMAC sets dates for Chicago business 
show 

The Office Management Association 
of Chicago has announced that its an- 
nual business show will be held this 
winter from February 12th through 
15th at the Conrad Hilton Hotel. 


H. G. Knoll dies in Cuba 

Hans G. Knoll, president of Knoll 
Associates, Inc., manufacturers of con- 
temporary furniture and textiles, was 
killed October 8th in an automobile ac- 


cident while in Cuba on a business trip. 
He was 41. 

Mr. Knoll was born in Stuttgart, 
Germany and was educated in Switzer- 
land and England. A year after coming 
to this country in 1937 he founded the 
Hans G. Knoll Furniture Co. in New 
York. The present organization was 
formed in 1946. Mr. Knoll also was 
president of Knoll Textiles, Inc., and 
Knoll International, Ltd. 

Knoll Associates and its affiliated en- 
terprises will continue under the man- 
agement of Mr. Knoll’s widow, Mrs. 
Florence S. Knoll, and other officers of 
the firm. 
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you'll find GLOBE-WERNICKE office equipment everywhere ! 


Globe-Wernicke Techniplan’s modular principle 
imparts such great flexibility to planning that you 
can “tailor-make” your office to your own require- 


ments. For example, you can select from many 
types and sizes of partitions to provide sections 
or departments with any degree of privacy, which 
encourages higher production by reducing dis- 
tractions of sight and sound. In addition to prac- 
tical, money-saving considerations, you'll like 
Techniplan’s modern, business-like appearance. 


Globe-Wernicke Techniplan, the original modu- 
lar steel office equipment, scientifically integrates 
work stations so that all available space provides 
maximum utility. With skillful arrangements, 
Techniplan will bring unparalleled efficiency and 
pleasant working conditions to any office. Ask 
your Globe-Wernicke dealer, listed in the phone 
book’s “Yellow Pages” under “Office Furniture’, 
for full details on Techniplan. He'll gladly h Ip 


you work out arrangements. Or, write us direct. 


“WERN c ks 
WY, 


CINCINNATI 12, OHIO 


MANUFACTURERS OF THE WORLD’S FINEST OFFICE EQUIPMENT, SYSTEMS, FILING SUPPLIES AND VISIBLE RECORDS 
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editorial 


Many Minds 


THE INTRICATE CHARACTER of the modern office is testified to in 
many ways, none more significantly than with regard to the many minds 
which go into the making of the office. 


Rough calculation, inspired guesswork, brilliant improvisation belong 
to the past so far as the modern office is concerned, and the construction and 
layout of an office has become a work of expert collaboration, with many 
minds brought to bear on the problem of making it as efficient as possible 
in the work that it is to be called upon to do. Office performance has to be 
geared to the requirements of work inter-related in an increasingly complex 
way, with speed and accuracy of twin importance. 


The six offices listed on page 27 of this issue as winners of this year’s 
Office Management “Office of the Year” Awards are offices which are the 
product of a degree of collaboration quite unknown even a decade ago. 
They are offices pre-tooled to exacting present and future requirements, with 
each office the product of long and intelligent consideration of the needs of 
the people who are going to make the office operate, and the details of the 
physical essentials they will require for its operation. 


In this age of the specialist, collaboration is more than ever necessary, 
to bring the special knowledge of each into relation to the whole. In this 
concentration of many minds, the office is immeasurably benefited and our 
nation’s economic strength correspondingly increased in a highly competi- 
tive world! 
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Why automation will increase 


the importance ot personnel 


Machines can assume much routine 
office work, but this will increase the 
responsibilities of each clerk 

by Ralph W. Fairbanks 


Fairbanks A iat 


ich, Conn. 


IN THE GLOWING PANORAMAS 
being painted today by so many speak- 
ers, writers, and manufacturers, a be- 
guiling picture of the future office is 
emerging. In this picture, glittering 
machines do everything except make 
executive decisions. Is a given report 
needed? Press a button, and there it 
is. People? Well, we may need them 
to run and maintain the machines, but 
the great bulk of our clerical worries 
will be ended. 

Automation, it is implied, will do all 
this. 

It’s a comforting picture from the 
viewpoint of the administrator plagued 
by current personnel problems. 

Fantasy is often comforting. And 
this picture is pure fantasy. 

Automation, the introduction of all 
conceivable machines into our offices, 
is not going to eliminate our need for 
personnel. It may cut the rate at which 
we have to add staff. It may eliminate 
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many people in the lower clerical eche- 
lons. But machines, by their very na- 
ture, always will have limitations. And 
the machines’ limitations are particu- 
larly binding on the office. 

Any office’s work flow consists of 
two generalized types of work—the 
routine, and the exceptions. The great 
bulk of day-to-day work is of a routine 
variety. It can be handled in a straight 
mechanical manner, (either by human 
beings following a standardized, pre- 
determined work pattern, or by ma- 
chines programmed to carry out un- 
varying operations). But every office 
too has its share of exceptions—items 
of data which either by their nature 
or their complexity demand human 
judgment and flexibility in their proc- 
essing. 

This is one of the essential differences 
between the factory work flow and the 
office work flow. It explains why the 
office will always be more dependent 
on people, no matter how far we pro- 
gress with automation, than will be 
the factory, which can keep exceptions 
from routine to a minimum. 


Human judgment often needed 


The routine work of the office is 
susceptible to mechanization. The non- 
routine work usually is not. It may 
be possible to devise machine programs 
that can handle exceptions from rou- 
tine, but it’s usually prohibitively ex- 
pensive to do so. Furthermore, no sys- 
tems planner devising an automated 
work flow can anticipate all the ex- 
ceptions that may occur. 

It follows then, that usually the office 
will be forced, as it progresses toward 
an ever-higher degree of automation, 
to do what it should do under a good 
system plan, anyway. It will be forced 
to divide its work flow into simple and 
complex routines. Of these, the simple 
routines will be the majority; much of 
the simple routine burden can be 
thrown on machines. Human work- 
ers will continue to handle the com- 
plex tasks, the exceptions and variation 
in the normal work flow. 

This pattern explains why manage- 
ment not only must give its clerical 
people as much attention as it has in 
the past; it must give them more. Auto- 
mation will make the office more de- 
pendent on the clerks who staff it 
rather than less, so those clerks must 
assume every burden the machines 
cannot assume. 

The most complex machine ever de- 
vised is completely helpless when faced 
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with a problem outside its experience. 
The newest clerk has qualities of judg- 
ment and common sense that would 
help him find some solution to a new 
problem. Therefore, as machines as- 
sume more and more of the work of 
the lower level clerks in our offices, it 
will mean an increasing burden of work 
on the clerical workers. Every situa- 
tion calling for any degree of judgment 
or human ability will be thrown on 
this cadre. 

Thus, the trend toward automation 
makes more imperative, not less so, 
the need for a sound and intelligent 
personnel program based on good hu- 
man relations. Mechanization is no 
solution to our personnel problems. It 
can very well aggravate them, unless 
we recognize the fact that automation 
based on good systems planning is only 
part of the picture in achieving the efh- 
cient office we all want. The comple- 
mentary half of the picture is a sound 
human relations program that makes 
the best possible use of the people who 
will always be needed to staff and 
manage our automated work flow. 

And in the human relations field 
most offices today are sadly behind the 
times. 

They are behind the times not be- 
cause they have neglected personnel or 
have refused to face personnel problems. 
The fault lies in the fact that the par- 
ticular attacks made on various per- 
sonnel problems have been isolated, 
have not been made as part of an in- 
tegrated overall pattern, and so have 
proved only relatively effective. 

We must recognize the fact that peo- 
ple are the key to our entire clerical 
structure. A machine is predictable. 
It can be turned on, and we will know 
with certainty just how much work it 
will produce in a given time. Yet we 
cannot turn on people. We cannot pre- 
dict exactly how much work they can 
accomplish in a given time. Too many 
variable factors enter—the way they feel 
at a given moment, their satisfaction 
in their jobs, their relative abilities. 


Managing men is vital skill 


Therefore, since it is people who 
must manage the machines, we must 
try to control the factors that will de- 
termine whether those people work at 
their full capacity, rather than simply 
go through the motions. 

This means we must develop an all- 
inclusive human relations program for 
the office, a program that encompasses 
all the various factors that affect human 
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beings in cheir relationship to their 
work. Some of these factors:—job sat- 
isfaction; personal ambition; incentives, 
both psychological and financial; iden- 
tification with the company; recogni- 
tion by management of basic human 
psychological drives; proper selection, 
assignment, and training procedures. 


The basis of good human relations 


It’s a large order, but it can be ac- 
complished. The tools to build a good 
human relations program are available. 
Let’s see what some of them are. 

As a minimum a good human rela- 
tions program should be based on: 

1. A scientific and well-planned pro 
gram of selection, assignment, and 
training for all employees. 

2. Formal, balanced requirements for 
employee promotion, with provisions 
for further training of the promoted 
employee. 

3. Grading of employees by well-de- 
fined job categories to hold pay rates 
for each type of job within reasonable 
ranges. 

4. Establishment of various types of 
internal programs that will recognize 
the psychological drives that motivate 
people and that will give each of the 
various major drives existing among 
employees some satisfaction. 

The last is perhaps the broadest part 
of a complete human relations pro- 
gram, and would embrace the various 
types of incentive plans, pension plans, 
and the establishment of some type of 
well-organized two-way communication 
program to bind employees tightly to 
the company, and make them identify 
their goals with the company’s goals. 

Let’s take each of these “tools” in 
turn, and see what they might accom- 
plish in the office. 

1. Selection is the first step. Obvi- 
ously, any personnel department is 
going to make sure that any person 
hired has the necessary qualifications to 
perform the basic job. But too many 
personnel departments let it go at that. 
Is the job varied and challenging, de- 
manding a person with high intelli- 
gence and initiative? Or is it mainly 
routine? A demanding job requires a 
highly capable person. An ambitious 
and intelligent person, on the other 
hand is not needed in a low calibre, 
routine job; she may be far less efh- 
cient than her less ambitious and in- 
telligent sister because the job itself 
will bore her. 

Closer attention by the personnel de- 
partment to the individual job specifi- 
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Our first clerk, Jones, may have ambition as his primary 
motive ... His present job is to him just a step toward 
an eventual goal. At the next desk is Smih, who likes 
his present position, and doesn’t want any additional re- 
sponsibilities. Intelligent management can capitalize on 
each of these drives by a well-integrated personnel pro- 
gram, 


cations that should be worked out for 
each clerical position in the office 
would lead to much more intelligent 
placement of each individual incoming 
worker in the position where he or she 
would be most valuable to the com- 
pany, and would be best satisfied him- 
self. In a company large enough to do 
it well, psychological testing could and 
should be employed to determine job 
placement in terms of a worker’s per- 
sonality as well as his technical abilities. 


Training must be orderly 

2. Training. Once employed, the 
new worker should not be left to his 
own resources, or to the casual indoc- 
trination methods of fellow workers 
or a supervisor without formal training 
experience. The worker will take long- 
er to learn to do his job well if he 
isn't given at least a minimum of for- 
mal training. There is always a good 
chance that he won’t learn the correct 
procedures if he has to learn his role 
by a process of osmosis. 


3. A sound promotion policy. The 
average office has a tendency to pro- 
mote the worker who has seniority or 
technical competence at a given cleri- 
cal job. Yet the fact that a given work- 
er has seniority or routine clerical com- 
petence is no guarantee he has the 
qualities needed by a good supervisor. 
Leadership characteristics are more im- 
portant, as are breadth of viewpoint, 
the ability to see beyond the needs and 
requirements of a limited area of the 
company, and visualize company ob- 
jectives as a whole. 

Promotion of any given individual 
should be made as formal and balanced 
a procedure as selection of incoming 
employees. It should balance the em- 
ployee’s abilities and qualities against 
the requirements of the new position 
rather than promote him on the basis 
of his performance record in a lower 
level job. 


Supervisors need training too 

4, Finally, there should be some for- 
mal training program for supervisors 
so that they are given a groundwork 
in human relations techniques. This 
will equip them to use the tools that 
are available to obtain a greater and 
steadier work output from employees, 
and acquaint them with the basic hu- 
man drives that motivate the workers 
for whom they are responsible. 

These are only the beginnings of a 
good and complete human relations 
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“Office of the Year” Awards 
are announced 


FOR THE SIXTH SUCCESSIVE YEAR, Office Management announces the 
winners of its annual “Office of the Year” Awards. 

Selection is on the basis of outstanding achievement in design, layout, 
equipment, and general fitness for performance of the work which the office 
is called on to do. 

Basis of the selection is a survey of opinion which Office Management 
takes among selected members of the American Institute of Architects and the 
Association of Consulting Management Engineers whom Office Management 
considers to have a special interest in the office field. The Awards are made 
in two size classifications, with the top winner in each classification designated 
as “Office of the Year” in that classification. This honor is symbolized by a 
silver plaque. The two runners-up in each classification receive Awards of 
Merit, symbolized by bronze plaques. 

Pictures and details of the six winning offices will be featured in the January 
issue of Office Management which, beginning with 1956, will be our annual 
Year Book issue. 


(Offices designed for 500 or more employees ) 
OFFICE OF THE YEAR AWARD 


(Offices designed for up to 500 employees ) 
OFFICE OF THE YEAR AWARD 


The Prudential Insurance Company of 
America 
Mid-America Home Office 
Chicago, Illinois 


Jewel Tea Company, Inc. 
Melrose Park, Illinois 


AWARDS OF MERIT 


AWARDS OF MERIT Manufacturers Trust Company 
New Fifth Avenue Offices 
Atlas Powder Company New York 


Wilmington, Del. 
International Brotherhood 


Republic National Bank of Dallas of Teamsters 
Dallas, Texas Washington, D. C. 
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Effective records control 


begins with records creation 


Records control can only be achieved if everyone con- 
cerned with records, from the creator of papers to the final 


filing clerk, works as a team— 


by A. A. Deter 


Office Manager, Instruction Material Department, Linde Air Products Co., New York, N. Y. 


NEW IDEAS, changes, and progress 
are synonymous with the word suc- 
cess in business. Why then does such 
a basic and important function as 
records control lag in the thinking 
of management of today? Records 
are the keys that unlock our facts on 
“Why”, “Where”, “When”, and 
“How”. Yet they are produced with- 
out discrimination. The valuable and 
the valueless are mixed in the same 
folders. Countless unnecessary copies 
are prepared, and unlimited quantities 
of them held year after year once they 
are stored and out of sight. There is 
considerable talk about records control 
programs, but most plans lack direc- 
tion and uniformity in their approach 
to the fundamental problems. 
Business must take a more intelli- 
gent and realistic approach to the prob- 
lems of records control and make the 
main attack at the right place and 
in the right order—at the source and 
at the time the records are created. It 
cannot continue to justify the costs 
of present methods that give some re- 
lief at a midway point, when either 


established or hastily conceived poli- 
cies effect the transfer of some older 
records from active files to records 
transfer points to make room for 
more current papers; or at the end of 
the line, in records storage centers, 
where old and useless records multiply 
hke rabbits and their increasing num- 
ber eventually poses the problem of 
either getting rid of them or procuring 
additional space and equipment with 
which to house them. 


Expediency is rarely cheap 


These methods follow the pattern of 
“expediency”, and expediency is rarely 
either cheap or even reasonably priced. 

Even when applied intelligently, 
such steps do only part of the disposal 
job that should be done. They sel- 
dom give an industry as much as an 
even break against the constant pro- 
duction of new paper work. And a 
records control program that cannot 
keep a favorable balance between the 
creation of new records and the dis- 
posal of older records is not worthy 
of the name. 


The ever increasing number of 
magazine articles being written on the 
subject of better records control is an 
indication of a g-adual awakening of 
management and procedure engineers 
to the acute problems and challenges 
arising from today’s assembly-line 
methods of producing paper work or 
records. Most of the writers recog- 
nize and discuss at length one or 
more of the causes of the trouble: a 
larger percentage of clerical workers 
in industry than ever before—therefore 
more creators of records; the increasing 
use of electrically operated typewriters 
that can produce more copies of let- 
ters, reports, etc. faster than the man- 
ually operated machine of yesterday; 
photocopy and other reproducing 
equipment that quickly turn out copies 
by the hundreds or thousands so 
that everyone from the president to 
the office boy in every office of a com- 
pany is assured of receiving a copy of 
everything that is written; govern- 
ment’s demand upon business to main- 
tain records for any and every pur- 
pose that government thinks will help 
make business a more honest and de- 
sirable member of society; and of 
course, industry’s tremendous growth 
and decentralization in recent years. 

However, the writers seem to be 
too much in agreement in prescribing 
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old remedies for the ills of over-pro- 
duction, excessive growth, and long 
life of records. They still advocate 
treating the problem in the filing de- 
partment, record staging center, or re- 
cord storage center. That is too late 
in the life of a record. Too often 
too much damage has already been 
done to consider control factors sen- 
sibly and economically. It is cor- 
rective treatment, not preventive. It 
permits too much application of that 
expedient “this will do until—’. It 
has the effect of denying the will to 
do the right thing now. 

We believe that the problems of 
Records Control, Records Maintenance 
or just plain Filing Programs (call 
it whatever you like) should be ap- 
proached from this viewpoint: 

First we should recognize and un- 
derstand the basic fact that a suc- 
cessful records control or filing pro- 
gram requires the same spirit and 
application of teamwork that is essen- 
tial to any other function in business, 
including research, development, pro- 
duction, warehousing and selling. An 


The records control “team”: 
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individualistic attitude or approach to 
a records program will create as much 
chaos and needless cost as a sales- 
man or a department saturated with 
the belief that he or it is the only 
important cog in the company. 


Responsibilities must be defined 


Once we accept the principle of the 
need for teamwork, we should next 
define the responsibilities of those on 
the team. This will help explain why 
we must start the control of records at 
the source and give further considera- 
tion to them, to the fullest extent ne- 
cessary, all along the line. If this 
theory is correct—and there has been 
no evidence yet that it is not—the 
growth and life period of a record will 
be in keeping with its value to the 
business requiring it. It will serve its 
purpose at a reasonable cost and cease 
to exist when it no longer has any 
value. Those without justification will 
not be born; those with a limited mes- 
sage will be consigned to a tempor- 
ary filing position that assures their 
early destruction. The duplicate or 


CORRECT TITLE 


RETENTION CODE 


Labeling records and indicating how 
long they should be kept are vital 


extra copy, the problem child of re- 
cords systems, will be given proper at- 
tention and more sensibly controlled. 
Who comprises the records control 
team? The creators of records—the 
clerks, correspondents, engineers, man- 
agers, lawyers, vice-presidents, etc.— 
whose thoughts and facts must be pre- 
(To page 40) 


creator, secretaries, processors, and filing pesonnel 
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Hal E. Nourse, United Air Lines, who discussed the changing functions 
of the office, was the first conference speaker on Monday, October 17 


“Report strangulation” is danger under modern data 
processing methods, one speaker warns October office 
management conference in New York 


EMPLOYEE relations must receive pri- 
mary emphasis in any organized pro- 
gram to control clerical costs, Ralph A. 
Martin, Controller, Standard Oil Co, 
(Ohio) warned nearly a thousand busi- 
ness executives at the opening day ses- 
sion of the American Management As- 
sociation’s annual Office Management 
Conference, held in New York October 
17-19. 

Other speakers at the three-day con- 
ference, held in the Hotel Statler, told 
the group that management must an- 
alyze exactly what information it really 
needs, since modern data processing 
techniques can produce such a mass 
of information that report strangula- 
tion is possible; that sampling tech- 
niques can be succesfully applied to 
measurement of office work, and that 
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electronic computers offer the possibil- 
ity of working out detailed decisions 
stemming from broad management de- 
cisions. 

SOHIO, by an organized clerical 
cost control program has only in- 
creased clerical staff 2.6 per cent since 
1950, Mr. Martin told the group, al- 
though its clerical output has increased 
40 per cent in the same period. 

His company is getting into the 
“electronic siream early,” he said in 
advising other concerns not to wait 
until “electronic equipment is fully 
proven before investigating its uses.” 

“Although large scale electronic data 
processing equipment has not yet been 
put to extensive use in industry it has 
been tested successfully in several large 
industries,” he declared. “The decision 


as to whether or not a given company 
can use electronic equipment can only 
be made by that company itself, based 
on studies of its own applications; this 
evaluation takes time. You'll soon 
have to meet competition in furnish- 
ing information to management. It 
will only be a matter of time before 
your management becomes aware of 
the extra service other managements 
are getting which they are not getting.” 

But electronic data processing, like 
all other clerical cost improvement 
measures, can only be introduced suc- 
cessfully if the clerical climate is favor- 
able, he warned. “Just as we had done 
prior to other innovations, we went to 
our employees and explained our ob- 
jectives and our reasons for deciding to 
acquire a large scale electronic data 
processing machine.” 

“Again we emphasized the fact that 
no one will lose his job because of elec- 
tronics.” 

Good employee climate, and stand- 
ards by which to measure perform- 
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ance, are the two most important in- 
gredients in a successful clerical cost 
control program, he maintained, and 
have been given primary emphasis in 
the SOHIO plan. 

SOHIO has taken specific measures 
to insure good employee support for 
each of the phases of its cost control 
program, he said. 

“Back in the middle 40’s we set out 
to fulfill the most obvious need of em- 
ployees—a more adequate and more 
logical pay scale,” he continued. 
“Formal job evaluation was the an- 
swer. Each office job was rated accord- 
ing to various factors such as degree of 
responsibility and skill required, and 
adequate pay ranges were established. 
Job evaluation was the very first step 
in building an effective employee or 
ganization, and provided the basic in- 
centives in creating a desire to do good 
work.” 

Regular semi-annual merit review 
procedures for employee ratings were 
also established, he said. Following 
establishment of a “regular job evalua- 
tion and merit review program, we 
concentrated on employee selection, 
training and morale. These are vital 
in obtaining a high degree of prod- 
uctivity.” 


Work analysis was important 


One of the most important measures 
taken by SOHIO to lower clerical costs 
has been SWAP—the Sohio Work 
Analysis Program, he stated. 

“Prior to 1952 our office supervisors 
were playing by ear so far as work 
force requirements were concerned,” 
he declared. There just wasn’t any 
accurate way to measure how much 
office production constituted a fair 
day’s work. Past performance was the 
only standard available for the deter- 
mination of the number of employees 
required at various volume levels.” 

In 1952, he said, his company be- 
came interested in work measurement 
as applied to the office—the use of cler- 
ical performance standards to enable a 
supervisor to determine accurately the 
proper size of clerical force required 
to handle a given volume of work. 

“Essentially SWAP is the applica- 
tion of standard cost principles to office 
production,” he declared. “Our pro- 
gram involved the use of predeter- 
mined Standard Unit-Time factors for 
each operation performed in our office 
activities. The volumes processed dur- 
ing the month, multiplied by the 

(To page 74) 
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Ralph A. Martin Richard F. Neuschel 


Planning group for office management activities of the 
AMA at work. L. to R.: (seated) Alan O. Mann, SKF 
Industries; Herman Knaus, Mutual Life Insurance Co. 
of New York; James F. Foley, Remington Rand; James 
McCabe, Merck and Co.; (standing) Richard L. Ornsby, 
Ferro Corp.; William L. Crunk, Reynolds Metals Co.; and 


Robert M. Gleason, American Management Association 


Registration was high from the beginning of the confer- 
ence although floods tied up wide New York commuting 
area 
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Special TV “theatre” 


is featured in 


: California advertising office 
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Above: A Los Angeles executive's office. 


One office is reserved for use of East Coast officers in California 


Below: The heception area 


TELEVISION theatres in the office 
may seem to be carrying good person- 
nel policies several steps too far, but 
they're a necessity, not a luxury in ad- 
vertising offices. So, in the new offices 
recently opened by the McCann-Erick- 
son agency, in the Tishman building, 
Los Angeles, an outstanding feature is 
the special television theatre where cli- 
ents and agency executives view filmed 
commercials while comfortably en- 
sconced in upholstered chairs. 

Beyond the unconventional “theatre” 
which is equipped with projectors both 
for black and white and colored films, 
as well as both color and black and 
white television receivers, the offices 
follow a more traditional pattern. The 
tradition lies in the layout rather than 
the decor, which is modern and func- 
tional. Executive offices are lined along 
the exterior walls of the building over- 
looking Wilshire Boulevard and Mari- 
posa Avenue. The general offices are 
centered in the corner of the right 
angle formed by the executive wings, so 
that the service departments are easily 
reached by any executive. A_ right- 
angled hallway extending around the 
entire office separates private offices 
from the general office and TV theatre. 


Conference room adjoins theatre 

Agency personnel are particularly 
proud of their new conference room, 
which adjoins the TV theatre. The 
entire outside wall of this handsome 
room is glass. Draperies of cream 
beige across the glass wall furnish 
striking contrast to the rich tones of 
the cork squares with which two of 
the room’s other walls are paneled. 
Moreover, the cork squares serve a 
utilitarian as well as a decorative pur- 
pose: proofs or layouts of advertising 
campaigns being discussed or consid- 
ered can be pinned directly to the cork. 
The fourth wall, covered in biri weave 
wall texture, again furnishes contrast. 


The custom-design conference table, 
which is double-topped to provide stor- 
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age room for pencils and papers, 1s 
hand-rubbed walnut, and the chairs 
are walnut and calfskin. 

Walnut is also used for all desks in 
the private offices, and for the match- 
ing cabinets with which each office is 
furnished. Each private office is car- 
peted in a soft grey-green; many re- 
peat the conference room motif with 
biri weave wall texture used for the 
walls. 

Matchstick draperies in cream, 
green, or brown are used in all private 
offices. 

The color scheme in the centrally- 
located general offices is green, coral, 
and yellow; clerical workers all have 
matching grey metal desks and grey 

(To page 86) 


te eee 


5 


Luxurious high points of the office: conference room .. . . ++ and movie and TV “theatre” 
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George W. Troost delivers the keynote 
speech 
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Keynoter Troost, General Vice Chairman Frank W. Engle, Governor Williams, 
and Conference Chairman Dar E. Tisdale 


approach to 


automation best, SPA hears 


Detroit conference draws 1100 systems experts; work 


simplification, operations research discussed 


TECHNOLOGICAL development, ac- 
cording to Michigan’s Governor G. 
Mennen Williams, has so far out- 
stripped the ability of man to use it 
that we have entered a period of crisis, 
and educational opportunities must be 
greatly widened if mankind is to enjoy 
the proper benefits of scientific advance. 
The Governor’s remarks were part of 
his opening address to the Eighth In- 
ternational Systems Meeting, held Oc- 
tober 10th to 12th in Detroit under 
the sponsorship of the Systems and Pro- 
cedures Association of America. 


There are not enough trained men 
to go around, said the Governor. In 
a number of cases American firms have 
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had to look abroad for skilled help. It 
is therefore most important, he de- 
clared, to develop the men and women 
of this country. 


The eleven hundred systems experts 
who attended the conference had come 
to Detroit for just that reason. For 
their benefit SPA arranged a compre- 
hensive program centering about three 
main subjects: electronic data process- 
ing, operations research, and general 
systems and procedures topics. These 
were covered in general conference ses- 
sions, in seminars, and in a new fea- 
ture, “in-plant” seminars conducted in 
the offices and plants of some of De- 
troit’s largest companies, including the 


Chrysler Cozp., the Ford Motor Co., 
Alcoa, General Electric-Carboloy, Mich- 
igan Bell, Alcoa, and General Motors. 

Following Gov. Williams’ opening 
remarks, George W. Troost, vice presi- 
dent for finance, of the Chrysler Corp., 
delivered the keynote address, on 
“Growing Opportunities for Systems 
Engineering.’ Mr. Troost stated that 
35 million American workers, or 54 per 
cent of the working force, are occupied 
in “the service sector of the economy.” 
This includes transportation and com- 
munication, public utilities, retailing 
and wholesaling, finance, insurance, 
real estate, government, professional 
services including education, personal 
and domestic services, and entertain- 
ment and amusements. 

“By far,” ne pointed out, “the biggest 
share of the total number of jobs in 
this sector are those connected with 
the distribution of goods once they are 
produced—moving them, selling them, 
accounting for their payment, and 
keeping tabs on their whereabouts.” 
There are 8 million clerical workers, 
he said, which is as many as all the 
workers on the nation’s farms, and 
there is one clerical worker for every 
two factory workers. 


OFFICE MANAGEMENT 
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The problem of dealing with the 
mass of information produced by these 
clerical workers, said the speaker, calls 
for systems experts: “In a complex so- 
ciety like ours, which is growing stead- 
ily bigger and more complex, there is 
no end to the demand for men who 
can see the simple pattern in a mass 
of detail, who can see the possibility 
of order in apparent chaos, and who 
know how to make modern machines 
and methods serve the needs of mod 
ern man.” 

While the public may be impressed 
with automatic machinery in the fac- 
tory, he observed, many improvements 
in new equipment are in part due also 
to more effective clerical operations. 
For example, he stated, “systems en- 
gineering has helped and is helping 
us to improve constantly the compli- 
cated process of translating a set of 
specifications and options selected by 
a customer somewhere in the world 
into a finished automobile.” 

Illustrating the size of the clerical! 
problem with a reference to the opera- 
tions of Chrysler’s Plymouth Division, 
he said that because of the number of 
car models, body types, transmission 
designs, and other features, it is theor- 
etically possible to turn out several 
million cars without building any two 
alike. “For the most part, the cars 
produced in the modern automobile 
factory are literally custom-built jobs, 
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each with its own special combination 
of body style, color, and optional equip- 
ment.” Keeping track of the individual 
orders requires an enormous amount 
of clerical work, and to perform it the 
company relies on modern office ma- 
chines and systems. 

Adding thai more efficient business 
systems would probably increase job 
opportunities, Mr. Troost said, “Auto- 
mation in our factories means greater 
uniformity and quality in our products. 
And the use of advanced equipment 
and methods in the service sector 
means greater speed and accuracy in 
such activities as the distribution of 
goods and the collecting and dissemin- 
ating of information. In the long run 
it will mean a lowering of prices for 
both goods and services and a broad- 
ening of markets.” 

Twenty-one general sessions papers 
were delivered at the conference. Be- 
cause of the number of subjects cov- 
ered, two, and sometimes three, speeches 
were presented at the same hour in 
different locations. 

The first topic discussed in the main 
ballroom of the Sheraton-Cadillac, the 
hotel which housed all of the general 
sessions, was “Practical Work Simpli- 
fication Before Automation.” It was 
handled by Harry P. Buboltz, Proce- 
dures Manager, Western Auto Supply 
Co., Kansas City, Mo. 

Mr. Buboltz noted that industry is 


New electronic equipment was exhibited 


far ahead of the office in methods work 
and that the industrial engineer has 
access to a wide variety of current data 
which can be used for analysis and de- 
velopment of improved methods. In 
the office, however, the systems man 
must develop the relevant data before 
he can analyze it. For this reason, said 
the speaker, a good deal can be learned 
from industrial methods work. 

“A systems staff,’ he said, “must 
realize that it cannot do all the work 
itself, It must maintain a position of 
being advisory and then make sure 
that it educates the department man- 
agers and supervisors so that they un- 
derstand the necessity for making such 
information available—we know these 
as the process chart, the flow chart, 
the work distribution chart, work 
measurement records, standards, ma- 
chine utilization, cost records, human 
capacities, etc. They can't operate a 
department efficiently unless they have 
comparable intormation. . . . Let's make 
them see the value of such information 
by training them how to gather the 
information correctly and then how to 
analyze the data in order that improve- 
ments can be properly instituted. Let's 
make them see that we as a systems 
staff are there to help them help them- 
selves.” 

It is important to obtain manage- 
ment support for a new idea, declared 

(To page 76) 
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The National Postronic in action 


Electronic aids developed for bank bookkeeping; 


Sylvania starts data center 


Bank of America installs new-type data processor; 


NCR and Burroughs exhibit new equipment 


DEVELOPMENT of an electro-me- 
chanical accounting machine termed by 
its sponsor “the biggest advance in 
bank-account bookkeeping in the his- 
tory of banking” has been jointly an- 
nounced by the Bank of America, the 
world’s largest bank, and the Stanford 
Research Institute. 

Known as ERMA (Electronic Re- 
cording Machine, Accounting), the new 
unit was constructed after five years 
of research and development. 

The unit was developed to meet the 
problem posed by the growth of new 
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deposit accounts in the Bank of Amer- 
ica, according to bank officers. Ac- 
counts have been growing at the rate of 
23,000 a month for the past ten years. 
In order to meet the accelerating book- 
keeping problem, bank officials request- 
ed the cooperation of Stanford Research 
Institute in creation of a machine to 
service accounts. 

The prototype model of ERMA dem- 
onstrated at the Institute’s headquar- 
ters in Menlo Park, Cal., recently is 
capable of handling “at least 50,000 
checking accounts” according to its 


sponsors. Eventually the bank plans 
to use approximately 37 ERMA ma- 
chines in its branches. 

According te the Stanford Research 
Institute, ERMA, which is a specialized 
adaptation of an electronic data proc- 
essor, will: 

Credit individual accounts with de- 
posits, debit withdrawals, remember 
details of all transactions, maintain 
customer’s correct balances, accept stop- 
payments, and _ hold-orders, prevent 
overdrafts on accounts, and sort checks. 

At month’s end, or any other desig- 
nated time, automatically calculate serv- 
ice charges and turn out complete 
printed statements at the rate of 600 
lines a minute. 
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Check and recheck each account item 
automatically, virtually eliminating any 
possibility of error. Each step in the 
processing sequence must be correct 
and checked before the next can begin. 
The machine processes 
checks in this fashion: 
Suppose William Jones, a Bank of 
America depositor in San Jose, draws a 
check for $35.00 as payment to a San 
Francisco store. The check clears the 
store’s San Francisco bank and clearing 
house, and is returned to San Jose. 
The checks issued by the San Jose 
branch to hypothetical depositor Jones 
bear on their back an eight digit num- 
ber—16712932—printed in code in 
magnetic ink. Of this number the first 
three digits, 167, represent the deposit- 
or’s branch number in the Bank of 
America system. The remaining five 
digits represent his account number. 


incoming 


When the check arrives at the input 
keyboard of the ERMA, the human 
operator enters its amount, $35.00 on 
her keyboard. A magnetic reader on 
the operator's desk simultaneously 
“reads” the identifying coded number 
printed in magnetic ink on the back 
of Jones’ check, ignoring all the vari- 
ous stamps superimposed in ordinary 
ink that the check has accumulated in 
its journey back from the San Fran- 
cisco bank in which the payee had de- 
posited it. When the operator punches 
in the amount of the check, the ma- 
chine has the two essential bits of in- 
formation needed for its calculations— 
check amount and account number. 


Many functions handled automatically 


The operator presses an entry bar 
signalling ERMA to take over all re- 
maining bookkeeping functions. Jones’ 
current balance is immediately recalled 
from the storage units within the 
ERMA, which compares the amount 
of the check and the current balance 
of the account to insure that the ac- 
count will cover the check. 

The machine also scans its “memory” 
for two other bits of information. Is 
there a “stop payment” on the check? 
If so, the machine signals this informa- 
tion to the operator, and halts process- 
ing until it receives further instructions. 
Are there any “holds” against the 
Jones account? If there are, the 
amounts are subtracted from the cur- 
rent balance, and the operator is again 
notified. 

Assuming neither of these cases ap- 
plies, and there are sufficient funds 
in the currer:t balance to cover the 
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check, the machine’s arithmetic unit 
subtracts the amount of the check from 
current balance, and establishes the 
new balance in its memory unit. 
Although checks come to the machine 
in random sequence, the machine is 
also capable of sorting and storing them 
in account number sequence after the 
immediate processing described above 
is completed. As each individual trans- 
action is completed, the machine puts 
the new balance in temporary storage 
on a magnetic drum for later transfer 
to permanent storage on a magnetic 
tape. When the machine has time to 
do its “filing,” a “reading” head auto- 
matically scans the magnetic drums 
carrying information in temporary stor- 
age in a search for the next highest 
account number for which it has an 
item to record. That number—12932 
in Mr. Jones’ case—and his $35.00 debit 
are transferred to an intermediate stor- 
age register, and then to the magnetic 
tape when the next available empty 
space is found in sequence on that tape. 


System provides cross checks 


After several cross checks for accu- 
racy have been made, the ERMA pro- 
ceeds to act in the same manner on 
the next highest account number for 
which it holds entries. 

All the bookkeeping on the one 
$35.00 check transaction has been com- 
pleted. A similar process occurs with 
every other check drawn by depositor 
Jones during the month, At the close 
of business at the end of the month, 
the storage tapes are connected to high 
speed printers which convert the in- 
formation held in code within the 
ERMA into words and numbers for 
the legible monthly statement. Serv- 
ice charges are automatically calculat- 
ed, and current balances adjusted to 
reflect these charges. 

Checks for the month are machine 
sorted and combined with statements 
to be forwarded to the customer. 

ERMA’s development reflects the 
long-held belief of S. Clark Beise, Bank 
of America’s president, that banks need- 
ed a special purpose computer designed 
specifically for their operations. Bank 
of America also uses an I.B.M. 702 in 
San Francisco for diversified jobs. 

Theoretically, ERMA, which is 
staffed by nine operators, can accom- 
plish as much work as fifty bookkeep- 
ers with conventional machines, but 
Bank of America officials state that 
they do not estimate their clerical staff 
will be cut. They anticipate the new 


machine will make it possible for their 
bank, already the world’s largest, to 
keep paperwork under control if their 
business in the mushrooming West 
Coast area continues to expand at its 
present rate. 


NCR offers bookkeeping machine 


Banking developments in automa- 
tion take the lead in this month’s news. 
A new electronic bookkeeping machine 
designed by National Cash Register 
Co. was exhibited for the first time 
at the American Bankers Association 
convention held in Chicago the last 
week in September. 

The National Postronic shown at 
Chicago also was designed primarily 
for checking account bookkeeping. It 
electronically verifies the proper depos- 
itor account selection, picks up and 
verifies the depositor’s old account bal- 
ance, and determines if the account 
balance is a positive balance or an over- 
draft. It also picks up and verifies the 
check count, and aligns the accounting 
form to the next posting line. 

Like ERMA, the Postronic depends 
on “reading heads” which decipher 
magnetic syarbols placed on the backs 
of the various forms used with the 
machine. It prints entries simultan- 
eously on three forms—the bank de- 
positor’s statement, the bank’s ledger, 
and the bank’s journal, and automat- 
ically checks through its magnetic 
reader to insure that all three forms 
refer to the same account, thus elimi- 
nating one possible source of human 
error. Should the operator make any 
error, the machine signals the mistake, 
and stops operations. 

As the machine is set in operation, 
the forms move into a slot where they 
are quickly scanned by the reading 
heads. All data recorded on the form 
are noted, including the depositor’s old 
balance. As the operator enters into 
the machine keyboard all checks drawn 
on the accourt and all deposits made, 
the machine computes the depositor’s 
new balance. Then it erases the old 
magnetically stored balance and re- 
places it—in magnetic code—with the 
new balance. It simultaneously prints 
the new balance on the three forms 
which are used with it. 

According te National Cash Register 
Company, the machine incorporates 
six “automatic” safeguards which ‘in- 
sure virtually “error-proof” operations, 
without the necessity of running proofs 


(To page 84) 
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Centralized data 
be mistake, SAM speaker warns 


OVER-CENTRALIZATION of data 
processing machine facilities may be 
a mistake from the operations research 
viewpoint, Harold F. Smiddy, vice- 
president, Management Consultation 
Services, General Electric Company, 
warned at the opening of an Opera- 
tions Research conference, sponsored 
by the Society for the Advancement 
of Management in New York, Sep- 
tember 29-30. 


Discussing the use of electronic 
data processing facilities for the pur- 
poses of operations research, he asked: 

“Is not the real need to keep the 
machines—whether simulators or com- 
puters — themselves decentralized so 
that, properly coupled and integrated, 
the models they work on shall them- 
selves be those of the actual operations 
involved as visualized directly by the 
men responsible for such operations? 
From the start, should we not all in- 
sist that it is the productivity and 
profitability of the business itself that 
is our end, not merely the efficiency 
or unit output cost of our new ma- 
chines as such? I happen to think my- 
self that some of the most significant 
‘mechanical brain’ installations today 
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—the ones to watch for their impact 
on the future—may well be those in 
some of our independent smaller com- 
panies or in decentralized departments 
of some of our larger enterprises, 
where the machine is kept close to, 
and in the direct service of the men 
and managers of the particular busi- 
ness.” 

He said that operations research and 
synthesis is the “bridging element” 
which allows the successful application 
of managerial work to business opera- 
tions. 


Operations Research is the ex- 
acting and critical application 
of the scientific method by 
scientists and subject specia- 
lists to the study of the basic 
laws governing a given opera- 
tion. Its purpose is to give ad- 
ministrators a is for pre- 
dicting quantitatively the most 
effective results of an operation 
under given sets of variable 
conditions, and thereby to pro- 
vide a sound basis for decision 
making. 


Society for Advancement of 
Management. 


processing may 


“Operations research and synthesis is 
an approach to managerial work which 
constantly keeps awake every individ- 
ual manager’s realization that reason- 
able and progressive decisions on sig- 
nificant matters can best be reached 
through the aid of soundly identified 
premises and clearly constructed logic,” 
he declared. 

Mr. Smiddy described as the basic 
philosophy underlying Operations Re- 
search: 

“1. If an operation is thoroughly 
explored and the facts documented in 
an understandable manner, its broad 
guiding principles and factors will be 
disclosed. 

“2. If such principles are disclosed, 
in many instances these may be defined 
quantitatively, and hence, manipulat- 
ed with some foreknowledge of the 
consequences. 

“3. If such principles are disclosed, 
there will result optimum procedures, 
and processes, substantial work simpli- 
fication, more precise direction, and 
better management. 

“The fundamental Operations Re- 
search and Synthesis attitude,” Mr. 
(To page 78) 
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“Open- Ring” 
ji) Rubber Bands 
Make Angels 


of Office Workers! 


Everybody’s happier using 
ARCO “Open Ring’”’ Bands 
You can handle them 


"They just can i Tangle” ee — with one 


: EXTRA STRONG AND STRETCHY 
/ AND TANGLE-FREE THANKS TO 


OPEN RING DESIGN. 


“lf Unavailable, Mail 
Coupon With Your 
Regular Dealer's Name 
& Address, For Samples” 


ALLIANCE RUBBER CO., Hot Springs, Arkansas omii 


Please Send FREE Sample of ARCO OPEN-RING 
STATIONERY BANDS 


EES TS 


Address 


“STRETCHY” | My Stationery Dealer Is: 
The ARCO Band-Man | EE EC 
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Columbia Carbon Paper Ribbons will produce the 

so best looking exeeutive letters you’ve ever seen-- 
dignified, impressive, sparkling—on any machine 
_. designed foriearbon! paper Fibbons" . . . 


_ =. Because Columbia's exclusive carbon ~~ | 

formulation permits easy transfer of a 
full-strength impression teform a sharp, 
clean, non-blurrring image! 


.. . Because Columbia’ sifigid eantro! of 
the carbon ccating process prevents 
uneven, spotty appearanee, Capitals 

can’t overpower lower Case 
characters! 


And we'll make it easy for you 
to judge the superiority of 


Nn OC\|W Columbia Carbon Paper 
_ Ribbons right in your 
Cy rbo . own office. 


How ho Get Your FREE Ribbon With your present carbon 


paper ribbon, type this line on your business letterhead: “Saw ad in Nov. Office 
Management.” Include typewriter make and your name. Mail to Columbia 
Ribbon and Carbon Mfg. Co., 5711 Herb Hill Road, Glen Cove, N. Y. 
*Note: Carbon ribbons do not fit fabric ribbon-using typewriters. 


For More Information Use Readers’ Inquiry Coupon on Page 100 


Records control— 
(From page 29) 


sented in written form; the secretaries, 
stenographers, typists, clerks and others 
who type or otherwise prepare the 
records for the creators; the processors 
or users of the records who must see 
that the necessary actions required 
by the records are taken; and the filing 
personnel who are entrusted with the 
safekeeping of the records, are the 
main individuals on the records con- 
trol program team. 

There may be others, depending up- 
on circumstances, but those mentioned 
are always in action in the production 
of records. All have very definite re- 
sponsibilities in the program. We 
must define these responsibilities, sing- 
ularly and collectively, so that both 
the individual responsibility and the 
need for teamwork between the groups 
are clearly understood. Once this un- 
derstanding has been reached the 
problems of records control in our 
filing departments, transfer points, 
staging centers, or storage centers will 
be greatly reduced and so will records 
control costs. 


Writer has first responsibility 


The most important person in a 
records control program is the creator 
or writer of the letter, report, mem- 
orandum, etc.—the source from which 
the record starts out to serve its pur- 
pose. In any records program the 
writer is the keystone in the effort re- 
quired to assure only a useful life 
period for the record, based on the 
need that brought it into being. So 
let us discuss first the responsibilities 
of the writer or creator: 

The writer's first responsibility is 
to label the record correctly—to give 
it a title consistent with the subject 
matter covered. It should not be a 
hastily coined title hurriedly given to 
get the letter, report, etc. on its way 
because improper titles can: 

A. Imply greater or lesser import- 
ance to a record than is justified by 
its actual value. 

B. Cause the record to be mis- 
filed in the sending and receiving 
offices. 

C. Make it difficult for the re- 
ceiving office to match the record 
with corresponding files. 

D. Cause confusion in other ways 
that result in annoyance as well as 
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You'll find that the Peerless Dri-Stat 
system gives more than any other 
photocopy system: 

¢ It gives sharp black and white copies 
quickly, efficiently and accurately... 
records, manuscripts, letters, clippings, 
notations, designs in pen or pencil, in 
color or in black and white; even pages 
from books. 


¢ It is the only photocopy system that 
works in bright office light. You use 
it as a desk-top machine in any brightly 
lighted office without awkward shields 
or booths. 


PEERLESS | 
;) * a 
DRI-STAT 


NOVEMBER 1955 


¢ It is easier to operate. The broad 
range of Peerless “Bright-Light” Pa- 
pers, and the simple controls on the 
Dri-Stat Photocopyer make anyone in 
your office a photocopy expert after 
brief instruction. 

¢ Dri-Stat really costs you less than 9¢ 
per photocopy. You don’t waste copies 
to get your settings just right. Anyone 
can make a good copy every time. 

¢ It is built for the wear and tear of 
office use. No breakable plastic parts. 
Handsome all-steel cabinet won’t warp, 
crack or chip. 


[] Send literature 
NAME.. 
COMPANY 
ADDRESS 


paben en es eeeeee ees) 


PEERLESS PHOTO PRODUCTS, INC., Shoreham, Long Island, New York | 


I want to know more about the Peerless Dri-Stat Photocopy System and 
how it can cut my clerical expense. 


(}) Arrange a demonstration for me. 


ZONE 


¢ The entire Dri-Stat system, both pa- 
pers and machines, is made in America 
in a modern factory. Supplies and 
service are available promptly when 
you need them. 

Best of all, a modern lifetime Dri-Stat 
Photocopyer costs no more than less 
efficient photocopyers. BE SURE TO 
SEE THE DRI-STAT BEFORE YOU 
BUY ANY PHOTOCOPY EQUIP- 
MENT. We'll be pleased to arrange a 
demonstration through our national 
distributor organization. There’s a 
Peerless Dri-Stat Distributor near y »u. 


STATE Joe DC-28 


For More Information Use Readers’ Inquiry Coupon on Page 100 41 
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added filing and other operating 
costs, 

A title should be given the same 
careful consideration as the body mat- 
ter of a record. For instance, a title 
of a letter should not be read just 
“Banks” if the record deals with bank 
deposits, authorizations and signatures, 
check cashing, petty cash, or the like 
in an office having a number of files 
dealing with banking matters. If 
two or more subjects are covered with 
equal importance the record should: 
A. Be given multiple titles, as: 

1. Banks—Authorizations and 
Signatures 

2. Banks—Petty Cash 


300° 


B. Have copies prepared for each 
filing position involved: always for 
the creator's files; whenever possi- 
ble for the receiving offices. Cor- 
rect labelling of records is the first 
important step in good records man- 
agement. It identifies the record 
and its purpose at all stages in its 
life. It is the creator’s responsibility 
to assign correct titles because no 
one knows better than he the heart 
of the subject: about which he is 
writing. 

The next responsibility of the crea- 
tor, and the key to the whole approach 
of records control, is to determine the 


retention value of the record. More 


5 


va 


May, 


office management 


Oct. 1954 CIRCULATION CONTINUES TO RISE! 


OFFICE MANAGEMENT now reaches and influences 


4 

4 
— 

more than 21,300* management executives concerned with 

3 office administration in AMERICA’S LARGEST OFFICES. 

f The phenomenal circulation growth and high renewal 

- rate are an indication of the vitality of OFFICE MAN- 
Fs AGEMENT’S editorial service. Management executives 
pay to receive OFFICE MANAGEMENT, because they 
need it and want it and they want to be SURE to receive 
it regularly. They are the men who initiate and “okay” 
the billions of dollars of expenditures for all office equip- 
ment, services and supplies. 


Aug. 1954 


*Subject to ABC Audit 


The Magazine for Management Executives 
Published by Geyer-McAllitter Publications. Est. 1877 


212 Fifth Avenue New York 10, N. Y. 


OFFICE MANAGEMENT 


than anyone else, he best should know 
if: 

A. It is a “one-reading” record 
that can be destroyed immediately 
after being noted. 

B. It has a short-period value and 
should be held for only about 60 
or 90 days and then destroyed when 
action has been completed, the policy 
has been put in effect, or the facts 
are generally well known. 

C, It is a record that must be held 
for longer periods that are clearly 
defined by company policy, govern- 
ment regulations, or other require- 
ments, 

D. A record is basic, an original 
medium of information for others 
that-is important; or if it is merely 
subordinate, answering questions 
raised about a basic release. 


Many records can be destroyed 


Most subordinate records can be 
considered for immediate destruction 
or short-term retention since they rare- 
ly add anything of value to the original 
release. Usually they ask or answer 
questions of varying degrees in inter- 
pretation of the basic record. Some- 
times they merely acknowledge that 
action has been or will be taken as 
required. Or they may be unimport- 
ant criticisms that will not alter the 
conditions of the original release. 

However, there are some subordin- 
ate releases that modify or reinforce a 
basic release. These should be held 
as long as the original record. 

The creator of the record is in the 
best position to determine values and 
to prevent needless buildup of worth- 
less papers in active files. Every re- 
cord correctly withheld from an active 
file lessens the problem and_ costs 
of later screening and attention in 
the filing department, records transfer 
point or records storage center. 


It is necessary to use a code system 
to effect long- or short-term retention 
marking of records. Such code sys- 
tems are easy to create and use. Three 
to six code designations usually suffice, 
covering everything from “Destroy im- 
mediately” through “Short-term reten- 
tion of 90-days” etc. to “Indefinite re- 
tention.” Word codes can be used 
by companies with smaller filing sys- 
tems; numeric codes by larger firms 
that have complicated technical subject 
records which are filed acording to 
numeric codes. Simple word codes 


might be: 
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The Seeburg Background Music Library. 
Monthly refresher service. Pressed for 


Seeburg by RCA Victor Custom Record 
Department. 


Background Music Service 


Completely Automatic Operation—the Seeburg Library Unit in self-contained cabinet. 
Also available—the Seeburg Custom Unit for built-in installations. 


if electricity is available to you 
so is Seeburg Music 


That’s because Seeburg music goes 
anywhere. Regardless of the size of 
your business or its location—in a 
large city, suburb or small town— 
you can have Seeburg Music... 
simply and economically. 


The Seeburg Plan makes this versa- 
tile music system available to you on 
a lease-purchase agreement covering 
all the equipment. Nominal monthly 
payments apply toward ownership 
of the entire system. 


The Seeburg Music has been scien- 
tifically developed for work and 
background music service to assure 
maximum benefits for your business. 


COPR. 1955 SEEBURG MUSIC LIBRARY, INC. 


NOVEMBER 1955 


4. P. Seeburg Corporation, Chicage 22, Illinois 


J. P. Seeburg Corporation 
Dept. O, Chicago 22, Illinois 


The Seeburg System is built around 
the world-famous Seeburg Select-O- 
Matic mechanism that has a capac- 
ity of 400 selections of music. All 
components possess the finest high 
fidelity characteristics to provide 
the ultimate in work and back- 
ground music reproduction. 


The Microphone. The addition of a 
microphone for paging and public 
address greatly increases the value 
and utility of the system at no ad- 
ditional cost. 


If You Have A Sound System, you'll 
be glad to learn how simple it is to 
add the benefits of Seeburg Music. 


Please send intormation on Seeburg Music. 
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New 1207 in modern 
pencil style for single 
letter erasures. Sharp- 
ens like a pencil, too! 


< 


w3aa7 
GudHaia 


Both contain the 
same soft red 
eraser compound. 
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Van Dyke Disc shape 
—America’s leading 
typist eraser 


S, Gentle 


as smooth working on 
carbons as originals 
‘Trademarks Reg. U.S. Pat. Off. 


Since 1849 


BERHARD 
FABER 


NEW YORK « TORONTO 


For More Information Use Readers’ 
Inquiry Coupon on Page 100 


puts its quality 
in writing 


“DESTROY”—For records that can 
be destroyed after one reading. 

“90-DAY”, etc.—For records of a 
short-term value. 

“1-YEAR”, etc.—For records that 
may be needed for longer periods. 

“INDEFINITELY” — For records 
whose value can only be determined by 
future events. 

“VITAL”—For records that must 
be kept as long as the firm continues in 
business. 

Word codes are simple, clearly 
state the retention time, and are easily 
understood by anyone having a part 
in the records program. Some proced- 
ure engineers recommend an A, B, C, 
D, E, etc. code, each letter represent- 
ing a specified time value. This type 
of coding is not «difficult either, but 
does require memorizing or reference 
to a code sheet, and is also subject to 
more possibilities of error in retention 
designations. 


Uniform file code should be adopted 


Regardless of the code system em- 
ployed, the code should be typed just 
below the titles of the letters, reports, 
etc. as the two go hand-in-hand in 
the thinking and action of records or 
filing personnel. The method adopted 
must be uniformly used by all offices, 
and the chief responsibility for deter- 
mining retention values assigned to 
the creator of the record. It is pre- 
sumed, of course, that he will be ex- 
perienced and familiar with the com- 
pany’s policies and best interests. 


The matter of records responsibil- 
ity has been so neglected and misun- 
derstood in the past that it now re- 
quires some primary instructions to 
the writers to help them assume more 
fully their part. For example, before 
designating retention periods the 
creator of the record should give con- 
sideration to a number of things, such 
as for example: 


1. Is the record being issued by an 
originating department, one solely re- 
sponsible for the dissemination of 
that type of information? If so, that 
office has a greater responsibility for 
holding the record than a receiving 
ofice. The burden of proof in the 
future rests with it. 

2. Is the same information available, 
or will it be soon, in another form such 
as a report, manual, printed literature, 
etc? If so, the individual records may 
have a much shorter retention value, 
or vice versa. 


3. All of his own releases are not 
important. Nor are all of the other 
fellow’s records relatively unimport- 
ant. Good business judgment should 
be used in considering each record. 

A third responsibility of creators of 
records is to give honest thought as to 
whether the record is necessary. Should 
it be issued? Everyone in business 
knows that many letters, memoranda 
and reports are the result of an eager- 
beaver attitude on the part of the 
writer, 

The telephone, personal discussion, 
and brief long-hand note are, in many 
cases, cheaper, faster, and more econ- 
omical means of communication than ° 
letter or report writing. In everyday 
record creation, the writer should con- 
sider stenographic and filing effort and 
cost as well as his own time, 

A fourth responsibility of creators 
of records brings to light some para- 
doxical thinking. It involves personal 
files, desk or cabinet type, which too 
many creators of records demand while 
still insisting that their position and 
time is too important to be concerned 
with other filing matters. Except for 
unusually important or confidential re- 
cords, personal files are a handicap 
and an added expense to an office. 
They retard the free flow and use of 
records that should be part of any 
filing program. They interfere with 
normal disposition of the records. 
Furthermore, personal files seem to 
have a magnetic attraction for unne- 
cessary copies and other useless papers. 

Generally, the only advantage per- 
sonal files offer is a satisfying feeling to 
the creator of records in knowing that 
his records lie safe and snug in his 
own desk or office. That isn’t really 
an advantage. It is a disadvantage. 
It breaks down record control effort 
and hides as well as inflates filing costs. 
Any time devoted to sorting, putting 
away, or withdrawing records is a 
filing expense regardless of who does 
it. It is the creator’s responsibility 
to consider the overall problems of his 
office and use central file facilities, 
except in unusual circumstances. 

A fifth responsibility of the creator 
is to purge useless records from active 
files as he uses them. It takes no 
more effort or time to pull an un- 
important letter or report from a fold- 
er than it does to turn it over in the 
folder. By preventing non-essential 
records going to file, and removing 
those that have lost their value when- 
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How to find the hidden “plus” in 


your business machines 


Take the matter of inked ribbons, carbon papers, “plus” in their business machines. 
and duplicating supplies. If these do not live up to 
the mechanical demands of your business machines, 
how can they deliver their best? 


They use Roytype business supplies, made by 
Roytype, a department of Royal Typewriter Com- 
pany. Listed below are some inked ribbons and 

A legion of shrewd businessmen know the an- carbon papers. They can save you money ... pro- 
swer to this question. They have found the hidden duce better work . . . help you get it out faster. 


INKED RIBBONS CARBON PAPERS 

typewriter tabulating typewriter colored carbons 
adding machine checkwriting pencil carbon rolls 
“‘Addressograph”’ eradicator special carbons for carbon ribbons 
hectograph photostat reproducing machines register rolls 
“Duplimat”’ blueprint spirit duplicating carbon binders 

transfer posting gelatin hectograph billing carbons 
unit masters bookkeeping machine rolls 


Mimeograph supplies . . . type cleaner . . . spirit fluid .. . dust covers . . . 
hand cleaner . . . Pedestaleg®™. . . typewriter pads . . . brushes 


OYA ® Call your ROYTYPE Representative... 
Look under ‘““Typewriter Supplies” in the classified telephone directory 


Roytype,® a department of Royal Typewriter Company, division of Royal McBee Corporation 
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Only with versatile 


XEROGRAPHY 


can you make masters for all these duplicating processes 
OFFSET e SPIRIT’ e DIAZO 


XEROGRAPH Y— 
the one, 
all-purpose, fast, 
economical process 
for copying 
subjects like these 
onto masters for 
duplicating by 
offset, spirit or 


diazo. 


New developments in xerography 
make it the one, all-purpose, fast 
and economical process for copying 
anything written, typed, printed or 
drawn, onto different types of mas- 
ters for duplicating. 

Now you can copy subjects like 
those shown above onto offset paper 
masters, pre-sensitized positive 
working metal masters, spirit* (or 
other fluid-type masters), translu- 
cent masters, by this versatile, photo- 


WRIT 


THE HALOID COMPANY 


55-47X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


TA PIS. 5a SRR go 


i (ZE-ROG-RA-FEE) 


‘The fastest, cheapest, most versatile way to make masters for duplicating 


Bee. a BD 


Ls Rie," 


16 


—XEROGRAPHY 
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exact, dry electrostatic process. 

Versatile xerography provides the 
solution to your copying needs. 
Original copy can be enlarged, re- 
duced or made same size. Masters 
can be made from opaque originals 
or from copy on both sides. Only 
with XeroX® copying equipment 
can you prepare masters for many 
types of duplicating with one quick, 
economical process. 


for “proof of performance” folders showing how xerography is saving time 
and thousands of dollars for companies of all kinds, large and small. 
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ever he sees them, the creator serves his 
own interests. Files containing only 
usable information are likely to be 
80 per cent smaller than ordinary files, 
on a general average. The most signif- 
icant feature of a good records control 
program is the fact that the user of the 
records is the main beneficiary in 
time and effort saved. There is 
nothing that wastes more time or 
can be more annoying than a good 
thick file that ties one down with 
a lot of unnecessary reading. 


The outmoded opinion that creators 
of records have no time nor respon- 
sibility for filing matters has no place 
in modern business where filing costs 
are just as important as any other 
cost. The time that it takes the writ- 
er to properly label his record and 
classify it for retention is more than 
offset by the benefits derived all down 
the line of the record’s course. Fur- 
thermore, it is just as much the re- 


sponsibility of the creator to consider 
and prepare his records to the best ot 
his ability as it is to do any other 
phase of his job well. Records are an 
important part of business. Without 
them modern business could not func- 
tion on today’s highly geared basis. 
Give records casual consideration and 
they will foul things as quickly as a 
poorly treated piece of machinery, a 
strike, or a general disaster. That is 
why the approach to records control 
must be made at the time of their 
creation and with the creator. 


The next important person on the 
cooperative effort team is the processor 
of the records. He is the one to whom 
the creator of records usually fires the 
ball. As a rule he is in another office 
although this is not always so. We 
think of the processor as the person to 
whom the letter, memorandum, re- 
| port, etc. is directed for action. Fre- 
| quently he has a dual role and is 
| also a creator of records. 


| It might ordinarily be presumed 
that if the creator of the record ful- - 
filled his responsibilities there would 
be no record problems involving the 
processor. This is not true because 
| errors occur and differences of opinion 
arise within an organization, and 
some incoming records originate out- 
side the company. Retention values 
also will differ between general, dis- 
trict, laboratory, plant, and warehouse 
offices. 


(This article will be concluded in 
| the December issue.) 
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TEEL AGE ‘‘3000” Line Desks seem 
to be catching everyone's eye these days. 
And well they might, for this is the 
distinguished desk that pioneered dozens of design 
innovations . . . the desk that traditionally sets 
the standard of quality for others to follow. 
Today, each Steel Age ‘'3000"’ Desk, from space- 
saving single pedestal styles to magnificent, ex- 
tended-top conference models, exhibits exciting 
new color-styling and new work-saving efficiency. 
You can style your Steel Age office from a selection 
of eight striking finishes and seven attractive top 
materials. And of course, you automatically enjoy 
such exclusive Steel Age ime as whisper-quiet 


“The Quality Choice of Modern Offices” 
made by 
CORRY-JAMESTOWN MFG. CORP., CORRY, PA, 


Branch Offices: 


Atlanta * Boston + Chicago * Dallas + Detroit 
New York * Oakland + Philadelphia + Seattle 


nylon and Buna ‘‘N”’ roller drawer action when 
you select these superb desks. 

The Steel Age “3000"’ Desk Line was created 
for just one reason: To give you the most attractive 
and efficient steel office desks that imaginative en- 
gineering, modern science and skilled metal crafts- 
manship can produce. 

Your Steel Age Dealer is anxious to show you 
how Steel Age ‘'3000’’ Line Desks can help 
improve the appearance and efficiency of your 
office. Call or visit him today, by all means, but if 
you want more information first, send this coupon 
for the new ‘'3000"" Line Desk brochure. There's 
no obligation. 


Stud for this Neyul Duk Bnookure 


Corry-Jamestown Mfg. Corp., Corry, Pa. 


Without obligation, please send me a copy of your 


new “3000” Line Desk Brochure. 


NAME 


COMPANY 
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There’s hardly a job in the office that can’t be 
done more efficiently at a Steel Age ‘'3000’’ Line Desk. 
That's because this poptlar family of quality-made desks is now 
available in dozens of — . . . from compact space-saving styles and: 
typewriter desks to special business machine models and superb conference: 
- desks and salen And, of course, each one offers a traditional : EXECUTIVE-CONFERENCE DESKS 
Steel Age refinements as island-type pontoon bases, silent-action box: bess» & ponetins Some, in Re 5 naps ac 
drawers, recessed backs and round-edge top design. : ,- — 


: ’ of extended top combinations. Top 
Look at these representative styles: : widths from 52” to 76”. 


: 
SECRETARIAL DESKS ; TYPEWRITER DESKS : SINGLE PEDESTAL DESKS 


Featuring the revolutionary Steel Age =: Fixed-bed desks that provide the utmost - Ideal for small offices or areas where 
Shelfomatic typewriter mechanism. < in typing efficiency and comfort. Avail- : space is at a premium. Perfect for 
It glides open at a touch, is adjustable : able in both double pedestal and single salesmen and those with limited desk 
to all typewriter weights. > pedestal models. : duties. 45’ wide. 


: TABLES 
INTERVIEW DESKS : : ‘ . P 
po ey suited for interviewing and : BUSINESS MACHINE DESKS ; Comp anion Executive Tables avail- 
other 


: “ ’ bl 45", 60", 66” and 72” width 
functions requiring extended : Desks specially designed to accommo- pare: al eS oe 


: é - : ; - ~ ~~ and Executive Conference Tables 
top areas. Available with various  : date business machines in the position =<:  (jjjustrated) available in 45”, 60”, 
length overhangs at right, leftor rear. : and height most efficient for use. Made > 66", 72”, 96” and 120” widths. 


in double and single pedestal models. 


vee “ge OTHER QUALITY-CRAFTED STEEL AGE PRODUCTS 


Correlation Line Desks ¢ 1000 Line Desks 
“The Quali ty Choice of Modern Offices’’ Grade “A” Files « Commercial Grade Files * Corrian Files 
CORRY-JAMESTOWN MFG. CORP., Grade “A” Counter Units « Removable Tray Files 
CORRY, PA. Plan File Cabinets and Special Purpose Units 


Branch Offices: Atlanta + Boston * Chicago * Dallas + Detroit « New York * Oakland + Philadelphia + Seattle 
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A Portable photocopier 
This flat-bed type photocopying unit is 
made by the Copease Corp., 270 Park 
Ave., New York. It can copy material 
up to 94 by 14% in. in size. It weighs 
12% lbs. and operates on either AC or 
DC. Price, $79.50. (A-1) 


A Offset duplicator 

Ditto, Inc., 2243 W. Harrison St., Chi- 
cago, is now offering its first offset 
duplicator. All-electric controls are de- 
signed to simplify operation. It has 
front feed and delivery, self-regulating 
feeder, automatic ink build-up control, 
and optional remote control. (As2) 


V Rotary collator 

Six operators can work at once at this 
new collator, made by the CADM 
Corp., Mansfield, Ohio. Toe pressure 
is used to start or stop rotation, and 
speed can be varied. It can handle 40 
pages in sizes to 9 by 12 in. (A+3) 
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Automatic camera 
The Kodak Listomatic, made by East- 
man Kodak Co., records typed lines in 
columnar form at speeds to 690 lines a 
minute... Processed film rolls can be 
cut into column lengths for reproduc- 
tion by photolithography or photoen- 
graving. It is shown with a Justowriter 
composing typewriter made by Com- 
mercial Controls Corp., 1. Leighton 
Ave., Rochester, N. Y., which will dis- 
tribute and service the camera. (A-4) 


a . 


A Telephone amplifier 
This pocket amplifier clips over the 
telephone receiver to aid hearing in 
noisy locations and to boost volume on 
faint connections. It is made by the 
Remler Co., San Francisco. (A-5) 


» Copying machine 
The Model 250 Copyflex is one of two 
new diazo-process copying machines 
made by the Charles Bruning Co., Inc., 
4700 Montrose Ave., Chicago. It cop- 
ies material to 184% in. wide, of any 
length, at speeds to 25 linear ft. a min. 
Copies are black on white. (A-6) 


Rotary card file 
The Roto-Kard, a product of Reming- 
ton Rand, 315 Fourth Ave., New York, 
handles up to 6,000 8 by 5 cards. Man- 
ual and electric models are offered. 


The unit is mobile. (A-7) 


New 
for the office 


» Bookkeeping machine 

This adding-bookkeeping machine, of- 
fered by The National Cash Register 
Co., Dayton 9, Ohio, is designed to 
use “no carbon” forms for simultaneous 
preparation of records for accounts pay- 


able or receivable, payroll, etc. (A-8) 
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>» Aluminum chair 

The Emeco Corp., Hanover, Pa., has 
introduced five new aluminum chairs, 
including executive and clerical pos- 


ture models, and side chairs. 


VY Wardrobe rack 


A new line of racks marketed by 
Gingher Mig., 314-328 Depot St. 
Scranton, Pa., features umbrella hold- 
ers in base, overshoe space, ventilated 
shelves, etc. 


(B-2) 


lf further information is. 


q Movable partitions 

Four different types of Techniplan par- 
titions, made by The Globe-Wernicke 
Co., Cincinnati 12, are shown here. 
These include a railing type, of steel, 
between the work stations, and full- 
height partitions with top panels of 
glass, acoustical material, and _ steel. 
Available accessories include book- 
shelves, light fixtures, electric outlets, 


etc. (B-3) 


A Desk-chair pad 

This mat, made by the Ace Lite-Step 
Co., 1708 S. State St., Chicago, has an 
under surface with a spring-rubber 
waffle design to prevent slipping and 
a top surface of smooth solid rubber 
for easy gliding. Price, $47.50. (B-7) 


Vv New lamp design 

The “Man’s Lamp,” made by Light- 
olier, Inc., 346 Claremont Ave., Jersey 
City, N. J., features an all-plastic mold- 
ed louvered diffuser to eliminate direct 
glare while diffusing the light. It uses 
a 30-70-100 watt bulb. Several models 
are offered. (B-8) 


A Executive furniture 

New products of the Jasper Desk Co., 
Jasper, Ind., include this two-piece ex- 
ecutive suite, consisting of a 7 by 3-ft. 
conference desk and a 9 by 2-ft. cre- 
denza, both of mahogany. (B-4) 


>» Executive posture chair 

This new model by The Sturgis Pos- 
ture Chair Co., 154 E. Erie St., Chicago, 
has Fiber Glass base, nylon thrust bear- 
ing, full spring-back action. (B-5) 
q All-wood desk 

Clark & Gibby, Inc., 20 E. 41 St., New 
York, offers a new 78 by 32-in. desk 
in various finishes. As shown it has 
mahogany top, brass fittings, black lac- 
quered hardwood base. (B-6) 


desired, use Reader Inquiry Card on page 100 
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THE INVENTION of microfilming 
is generally credited to George Lewis 
McCarthy, who developed it in the 
hope of solving a business problem that 
worried him. Mr. McCarthy was a 
banker, rising from his initial duties as 
a bank messenger to a vice presidency 
with the Empire Trust Co. in New 
York. In meeting the various problems 
of banking, he was particularly dis- 
turbed by a common practice of banks 
—returning canceled checks to the de- 
positor, for this procedure deprived the 
bank of the only indisputable proof it 
had that the checks had been paid. 

Why not, he thought, take a picture 
of each check? This seemed a prac- 
tical answer. It offered the bank 
an exact and permanent record of all 
checks. So Mr. McCarthy began experi- 
menting, recording checks with a 16 
mm. movie camera. These experiments 
ultimately led to the first microfilm 
camera, 

Microfilming, thus, is a_ relatively 
recent development in the office. Mr. 
McCarthy’s work brought about the 
establishment, as recently as 1928, of 
the Recordak Corp. He was its chief 
executive officer, and when he died last 
year, he was only 67. Yet in thirty 
years microfilming has considerably 
outgrown its original concept. 

It still offers a quick means of obtain- 
ing accurate copies of important docu- 
ments, and its claim to providing a 
means of extremely compact records 
storage is no less valid than it was. 
But in addition to these, microfilming 
is being used more and more not as a 
mere storage device, but as a tool of 
business. It is being put to work to 
simplify office procedures, to save time 
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Tools of the office 


by Robert Beeman 


A Monthly Feature 


Microfilm Equipment, Typewriters 
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Shown here are models representative of today’s microfilm equipment. Extreme 
top left: a Graflex camera. First pair: a Copycat processor, for making paper 
prints from microfilm, and a Remington Rand flow type camera. Second pair: 
a portable Diebold Flofilm camera, and Recordak’s Reliant camera. Bottom 
pair: U. S. Microfilm’s camera-reader combination, and a Burroughs reader. 
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and effort in carrying out day-to-day 
business routines. 

It was used in World War II as a 
communication method. Mail to and 
from servicemen overseas was a vital 
factor in morale, but regular mail was 
bulky, and cargo space in ships and 
planes was valuable. Microfilming of- 
fered an answer. Letters were photo- 
graphed in greatly reduced size, the 
film was shipped abroad in compact 
packages, and prints were made from 
the film and distributed as if they were 


standard letters. This, of course, was 
V-Mail. 


System uses 


It has been introduced quite recently 
into the record keeping of libraries. 
In New York, Philadelphia, and other 
cities, microfilm equipment is being 
employed in a number of libraries to 
record the borrowing of each book. 
The book card, the borrower’s card, 
and a serialized “transaction card” are 
photographed at once, providing a re- 
cord which is easily checked when the 
books are due, to discover which, if any, 
are missing. It is a simple, fast opera- 
tion, that eliminates the usual writing 
and stamping. 

It has found its way into the business 
world also, It is utilized, for example, 
to eliminate a huge amount of descrip- 
tive writing in billing operations. Tele- 
phone companies, clubs, stores, and 
other organizations which record trans- 
actions on individual slips such as long 
distance telephone slips, retail sales 
slips, and the like, need not submit de- 
tailed statements to their customers. In- 
stead, the customer receives the original 
slips, along with a statement showing 
only the total balance due. But the 
company does not sacrifice its vital 
records, for it has previously recorded 
exact copies of these documents on 
microfilm, and it has saved itself the 
labor and time of describing each trans- 
action on the statement. Moreover, it 
has rid itself of bulky material and has 
yet preserved all the necessary infor- 
mation in highly concentrated form. 

It is being employed for cash control. 
Typically, a check, the envelope in 
which it came, and the receipted bill- 
head, are microfilmed. The resulting 
record shows names, dates, item num- 
bers, amounts, and credits in complete, 
accurate, and usable form. 

The company, moreover, has an audit 
record showing the allocation of each 
cash item received, together with iden- 
tification of each transaction. 


Tools of the Office 


It has found important uses in many 
other accounting functions, including 
the elimination of writing names on 
journals for sales, cash received, pur- 
chase, cash disbursements, and payroll. 
It permits certified public accountants 
(using portable microfilm cameras) to 
record their clients’ documents so they 
can take the records back to their own 
offices for study with a minimum of in- 
convenience to the clients. 

It can facilitate centralized control of 
branch offices. For example, accounts 
receivable ledgers in the branches can 
be microfilmed and the film sent to 
the home office for review. 

These uses, of course, are systems 
uses. There are many others, which 
cannot even be hinted at here for lack 
of space. All of these are offered quite 
apart from the traditional uses of mi- 
crofilming—to save space and to pro- 
vide duplicate copies of irreplaceable 
documents as a security measure. 


Space saving 


However, although it is obvious that 
microfilmed records occupy much less 
space than the original material, it is 
not always realized just how great this 
saving actually can be. It has been 
estimated that the contents of a stand- 
ard four-drawer filing cabinet can be 
recorded on two rolls of 16 mm. micro- 
film. A single drawer of a microfilm 
cabinet, on this basis, can hold records 
that in their original form would oc- 
cupy 30 to 35 filing cabinets. In a 
practical sense, a seated operator can 
have within her reach, without having 
to leave her chair, files equivalent to 
the contents of a filing center with 
about 5,000 square feet of floor space. 

Such a saving, naturally, can be util- 
ized in various ways. The original 
records can be destroyed, where that is 
legally permissible (and feasible with 
respect to the operations of a business), 
while the microfilmed records are re- 
tained for active use. If the originals 
must be kept, they can be stored in 
remote places where space is less ex- 
pensive, or where they can be given 
protection against damage. Or the 
originals can be retained in the office 
as active files, and the microfilm itself 
can be stored remotely, forwarded to 
other branches, or otherwise used to 
replace full-size copies in other business 
operations. 


The other most familiar use of mi- 
crofilming, of course, is to provide 
protection against the destruction of 
valuable records. The principle is very 
simple—the duplicate sets of records 
are stored in locations sufficiently dis- 
tant from each other that a single cata- 
strophe could not affect both sets. This 
is often called the “split risk” principle, 
and its merits are obvious enough. 


“Unitized” microfilm 


In practice, most of the uses described 
so far make use of microfilm in its 
conventional roll form. However, there 
has been a growing appreciation of the 
use of “unitized” microfilm. This re- 
fers to the mounting of single frames 
or short strips of microfilm in separate 
cards. It is possible to mount the film 
even in punched cards and in cards 
used in visible record systems. Or a 
number of separate images can be 
mounted together on a single large 
card. 

One particular point of this method 
is that it allows rearrangement of ma- 
terial so that related items can be filed 
together. Records on a roll obviously 
cannot be rearranged without splicing 
(which may impair their legal value 
as records if the sequence of the records 
is important). But in unitized form, 
the records can be assembled in one 
place, even though they are created at 
widely different times. For example, 
medical records can be accumulated to 
make a complete history on one card. 
The files on a single subject may be 
similarly grouped together. 

Another advantage of unitization lies 
in the opportunities offered, especially 
in punched card systems, for sorting 
and processing of information, while 
retaining with each card a record far 
more complete than could be entered 
in the card in punched form. 


Opaque paper copies 

A related type of record keeping is 
that in which microfilmed images are 
used to produce positive copies on 
opaque paper. While normal-size cop- 
ies can be prepared from microfilm, the 
reference here is to the practice of 
preparing positive copies the same 
size as the images on the film. 
When this is done, the copies are unit- 
ized, and they may be pasted on stand- 
ard cards. In some cases, reference 
material, including books, may be pro- 
fessionally prepared in this form; thus, 
a library can be reduced to microfilm 
size. 
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In short, microfilming can often be 
valuable in business procedures where 
any of the following factors are im- 
portant: 

1. Accuracy of copies. 

2. High speed of copying, especially 
where the time out for copying inter- 
feres with some other use of the rec- 
ords. (It is much faster than other 
copying methods.) 

3. Compactness of records, whether 
for use, shipment, or storage. 

4. Elimination or redution of man- 
ual or machine copying or posting. 

5. Recording of operations in a defi- 
nite sequence. 

6. Protection of valuable records by 
creating duplicate sets. 

No one would suggest that micro- 
filming is the answer to all problems, 
of course. It presents, on the other 
side, certain problems to be solved, 
some of which will be examined below. 
As with all office equipment, the sys- 
tem is more important than the equip- 
ment itself. The real problem is to 
find equipment which makes possible 
the most effective system. 


Microfilm indexing 


Among the questions most often 
raised in connection with microfilming 
is that of how to locate filmed material. 
Indexing, however, need not be difh- 
cult. The general procedure is to par- 
allel in microfilm the indexing used in 
existing files. 

This question is of no consequence, 
of course, in the case of unitized micro- 
film, for the cards can be filed in any 
appropriate system. But the indexing 
of roll microfilm requires some thought. 
Clearly, roll storage is not suitable to 
systems requiring rearrangement of 
material after filing. However, many 
systems do not require such rearrange- 
ment. Thus, material filed in a numer- 
ical or chronological sequence can 
readily be transferred to microfilm. 

The vital question is being sure that 
the original material is itself in proper 
order, and that appropriate signals are 
used in indexing the microfilm. Ad- 
vance planning, in other words, is most 
important. 

In practice, there are equivalents in 
any good microfilm indexing system 
to the basic indexing elements in a good 
file. For example, microfilm rolls are 
normally stored in small boxes, with 
one edge visible. This edge can easily 
be marked with information corres- 
ponding to that on the labels on file 
drawers. 
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The side of the microfilm box con- 
tains adequate room for more detailed 
indexing. The information entered 
here corresponds to that on the prin- 
cipal guide cards in a file drawer. Sub- 
divisions within the roll are also pos- 
sible, to correspond to sub-guides in 
the drawer. 

In the case of microfilm, subdivision 
may be accomplished by means of 
“flashers.” A flasher is, in effect, noth- 
ing more than a stretch of film con- 
spicuously different from the portion 
of the film containing recorded file 
material. A common method of creat- 
ing a flasher is to feed a strip of white 
adding machine tape about three feet 
long, or an appropriately designed sig- 
nal card, into the camera at appropriate 
intervals while recording. When the 
finished film is run rapidly through a 
viewer, the blank area can be seen as 
it passes, and the operator can stop 
the film to search for items between 
the flashers. 


Indexing information need not be 
printed on the flashers themselves, 
for it could not be read as the film 
passed rapidly through the viewer. 
However, the indexing on the side of 
the box should show the number of 
flashers in the roll and key information 
indicating (for example) the serial 
number or date of the first document 
following each flasher. Location of a 
particular portion of the files thus 
depends simply on consulting the index 
and counting flashers. From three to 
ten flashers may be used on a 100-foot 
roll for normal uses. If a card is used 
as a flasher, of course, indexing infor- 
mation may be written on it. 

In addition, “targets” may be used 
in the film. These are sheets of paper 
approximately the same size as the 
documents being fed into the camera. 
They bear specific information such as 
“START” or “END” or may list in 
detail the contents of a roll or of a 
subdivision. Unlike flashers, they are 
not designed to convey all their infor- 
mation while the film is moving rap- 
idly. The film movement must be 
stopped, or at least slowed appreciably. 


Other targets can be used to signal an 
error in the film (such as may be due 
to feeding in a document out of se- 
quence, or one improperly photo- 
graphed, or one with an inadvertently 
folded edge), to testify to the destruc- 
tion of certain original records, or to 
provide any other information consid- 
ered necessary. 
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“Unitized” microfilm may be mounted 
in strips, in various types of cards, 
or in the form of opaque prints af- 
fixed to filing cards. (Pictures by 
courtesy of Atlantic Microfilm, Film- 
sort, and Hall & McChesney.) 


Indexing may also be accomplished 
by the use of a meter which measures 
the length of film as it is run. Items 
may be indexed thus according to their 
location on the film as indicated by the 
meter. Not all equipment, however, is 
equipped for metering. 

The degree to which indexing is in- 
troduced into the system will, of course, 
vary with the use to which the records 
are to be put. The more active the 
records, the more detailed the index- 
ing should be. 

Since microfilm records are often 
used for preservation of important in- 
formation, it is necessary to consider 
the ability of film to withstand damage. 
It is considered that standard micro- 
film, properly processed and stored 
under normal conditions, should be 
able to last five hundred years. “Nor- 
mal” storage in this case means in 
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New typewriters this year included 
(from top to bottom) a Royal sys- 
tems machine, an R. C. Allen model 
with electrified keyboard and manual 
carriage, a Remington Rand noise- 
less typewriter, and a Smith-Corona 
electric model with full keyboard con- 
trol. 


temperatures ranging from 60 to 80 
degrees Fahrenheit, with a relative hu- 
midity between 40 and 50 per cent. 
Microfilm, of course, is perishable in 
fires, but the solution, strangely, is not 
to store it in insulated files or safes. 
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The insulation of such equipment is 
usually designed to give off steam at a 
temperature of 212 degrees Fahrenheit. 
This is helpful in protecting paper rec- 
ords, but it is damaging to .microfilm. 
Microfilm, in any case, is not considered 
durable if exposed for any length of 
time to temperatures above 185 degrees, 
though it can often survive short ex- 
posures. But moisture is an added haz- 
ard. The steam problem is sufficient 
that the standard recommendations are 
to store the film in tin cans with fric- 
tion lids, and to place these in fire- 
resistant containers in fire-resistant 
vaults. 


Microfilm storage 


Underground vaults are normally not 
recommended because they are usually 
damp. To deal with conditions of too 
high or too low humidity, the National 
Bureau of Standards advises the use 
of salts. The following is quoted: 
“When film is stored in air conditioned 
offices no humidification of storage cabi- 
nets is necessary. However, microfilm 
storage cabinets equipped with trays 
for salt solution in the bottom of the 
cabinets are desirable. We recommend 
saturated sodium dichromate solution 
with an excess of sodium dichromate 
(undissolved crystals in solution) for 
humidification purposes. This salt will 
maintain 52 per cent to 53 per cent 
relative humidity in air-tight cabinets 
at room temperature. If the cabinets 
are not reasonably air-tight the relative 
humidity mentioned above will not be 
maintained. 

“Where humidified cabinets are to 
be used it is extremely important that 
they have intelligent servicing. In dry 
weather, as in heated rooms in winter 
time, the salt solution will evaporate 
and the water should be replenished 
from time to time. In the summer 
time, during periods of high humidity, 
the salt solution will take up water and 
some should be removed from the 
trays. It is very important to see that 
an excess of salt is present at al] times. 
If the solution becomes less than satu- 
rated it will no longer act as a de- 
humidifying agent and in extreme cases 
may give up sufficient moisture to cause 
the film to become damp and promote 
the growth of fungus on the film. The 
optimum relative humidity condition 
for the storage of microfilm is 40 per 
cent to 50 per cent.” 


In addition to the National Bureau 
of Standards, other organizations offer- 
ing advice on the proper storage of 
microfilm are the Safe Manufacturers 
National Association and the National 
Fire Protection Association. 


Types of equipment 

Microfilm equipment breaks down 
into two basic categories (plus acces- 
sories): cameras and readers, 

Cameras may be of various types. 
The two main divisions are “flow” and 
“transport” (including “planetary”) 
types. 

In the flow type, documents are 
photographed while in motion. To 
make this possible, the mechanism 
which moves the papers in front of the 
lens is synchronized wtih a mechanism 
which simultaneously moves the film 
through the camera. The two move- 
ments, naturally, are at different vel- 
ocities, and are regulated in accordance 
with the reduction ratio of the lens. 
Thus, if a document one foot long 
were to occupy a space one inch long 
on the film, documents would be fed 
into the camera at such a rate that one 
foot would pass before the lens while 
one inch of film moved through the 
camera. 

This principle offers several advan- 
tages. The size of the material to be 
copied is limited in width only by the 
width of the camera throat, and there 
is no practical limit to its length. 
Theoretically, it could be hundreds, or 
even thousands of feet long. Fan folded 
material can be handled by some equip- 
ment. Moreover, feeding can be ex- 
tremely fast. It has been estimated that 
documents of tabulating card size, if 
they are of uniform thickness and flat- 
ness, can be photographed at a rate 
between 20,000 and 30,000 items an 
hour, using an automatic feed. 

The transport type of camera does 
not involve a movement of either film 
or document at the instant the picture 
is taken. The material lies flat and 
the entire picture is taken at once, 
whereas in the flow type, the lens re- 
cords only a portion of the document 
at once, the total picture being com- 
pleted only when the entire record 
has passed before the lens. 

Familiar examples of the transport 
type are “planetary” or “table” type 
cameras. These are customarily used 
for recording large documents, such as 
engineering drawings. However, flow 
cameras are available with throats ac- 
cepting copy up to 42 inches wide. 
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Special uses of typewriters: Left to right, an Underwood 
model used with a Fischer & Porter unit to read out data 
from electronic data processing systems; an IBM electric 


Since material can be folded in half 
lengthwise and each half photographed 
separately, it is theoretically possible 
to record documents up to 84 inches 
in width with a flow type camera. The 
transport type camera, of course, is 
necessary for the recording of books 
or other bound material. 

Cameras for the office usually record 
on either 16 mm. or 35 mm. film, and 
in some cases the same camera can take 
either width interchangeably. Cameras 
taking 70 mm. film are not unknown, 
but are rare in the office, 


Recording methods 


The method of recording also varies. 
Some cameras—of the “duplex” type— 
can simultaneously record both sides 
of a document side by side on the film. 
Others photograph one side at a time, 
sometimes on half the film width, 
sometimes on the full width. A num- 
ber of duplex models can be used for 
single-side work, but single-side cam- 
eras cannot perform the work of a 
duplex camera. Where a camera can 
be converted, the change is usually 
made simply, as by pushing a button. 

Reduction ratios vary, of course. In 
certain cameras only one ratio is pos- 
sible, but many permit interchanging 
of lenses and, thus, of ratios. This can 
be important, because some original 
material may be difficult to read if 
reduced to too small a size. On the 
other hand, if a document is insufh- 
ciently reduced in recording, the film 
has not been used as efficiently as pos- 
sible. Choice of proper reduction ratios 
is therefore a factor both in the effi- 
ciency and the cost of microfilming. 

Feeding of documents may be man- 
ual or automatic. Among automatic 
feeds, the commonest, is the friction 
type. Such a unit can insert copy in 
a camera at tremendous speeds if the 
papers are uniform in thickness and 
are in good condition. However, if 
the leading edge of the copy is im- 
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perfect—dog-eared, torn, etc.—manual 
feeding may be better. Moreover, there 
is always the possibility that the feed 
will pick up more than one sheet of 
paper. This does not happen too often, 
but it must be guarded against, and 
most equipment is designed to measure 
the thickness of material being fed 
into the camera. If it is too thick, the 
camera—or the feed—stops automatic- 
ally. If the copy varies too much in 
thickness, naturally, this safety device 
becomes ineffective. 

It has been found by a good number 
of companies that the ideal solution 
where considerable material is being 
filmed, is to use an automatic feed with 
a good operator, for maximum speed. 
However, the superiority of manual 
or automatic feeding varies with the 
particular type of copy and the particu- 
lar operator. 

The film itself may be loaded on 
reels or in magazines, depending on the 
model. Magazines are more easily 
changed. 


Readers 


Microfilm readers may be hand 
cranked or electrically powered. Some 
of the electric models provide both a 
fast scanning speed and a slower speed 
for examining the film as it passes; 
this is especially useful in editing. 

Screens may be of two types: In one 
type, referred to as a “direct” screen, 
the microfilmed image is projected onto 
an opaque area much as a motion pic- 
ture image is thrown onto the screen of 
a theater. In microfilm equipment, 
however, such a screen is usually part 
of the reader itself. In the other type, 
the image is projected onto the back of 
a translucent glass or plastic screen, 
and the operator views it from the 
front. This type is more easily read in 
a lighted room. 

In some readers, the projected image 
can be rotated 360 degrees. This feature 
is of considerable advantage if docu- 


machine for handling continuous, fanfold forms; and 
the Underwood Codewriter, which can punch the paper 
tape used in integrated data processing systems. 


ments have been turned sideways in 
recording, since it makes it possible 
to read them easily, right side up. 
(Some documents, because of their 
width, necessarily are turned sideways 
in photographing them.) 

Magnification ratios, like the reduc- 
tion ratios on the cameras, are variable, 
depending on the model, with certain 
units allowing easy interchange of ra- 
tios. 

Microfilm, being basically photo- 
graphic in nature, must be processed 
after exposure. This may be done 
professionally outside the office, but 
processors are available for office use. 
In some cases they may be associated 
directly with the camera. 

Other equipment includes enlargers, 
which can make positive prints of 
microfilmed images at various scales, 
including full size; microfilm storage 
cabinets; etc. 

Both cameras and readers are avail- 
able in a wide range of sizes. Some 
units are light in weight and readily 
portable; others are large and designed 
for permanent installations; still others 
are of intermediate size. 

The manufacturers of equipment, in 
addition to providing details of their 
own products, are in a position to give 
advice on indexing, on systems applica- 
tions, and on other practical uses of 
microfilming. 

The following list describes briefly 
the products of the major manufactur- 
ers of microfilm equipment, and in cer- 
tain cases, specialized microfilming 
services which are also available. 


The Manufacturers 


Atlantic Microfilm Corp., 41 Union 
Square West, New York. This com- 
pany offers four basic types of “Micro- 
Jackets,” made of optically clear acetate 
for unitization of microfilm, The jac- 
kets hold strips of 16, 35, and 70 mm. 
film, depending on the model, Prices: 
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From top to bottom: A new Coxhead 
justifying and composing typewriter, 
especially designed for preparing 
eopy in Oriental and other languages; 
and two units for automatic typing: 
an Auto-typist and a Robotyper. 


from 3 to 25 cents each. Indexing ma- 
terials, plus service facilities, are also 
available. In addition, Atlantic pro- 
duces two basic “Filmchek” models 
for editing and inspecting microfilm; 
one of these is equipped with a film 
splicer. Prices: $148.50 and $198. The 
company also offers 5 and 7-drawer 
microfilm cabinets with and without 
locks. 

Burroughs Corp., 6071 Second Ave., 
Detroit. Burroughs offers a line of 
microfilm equipment made by the Bell 
& Howell Co. There are two basic re- 
corders, in nine styles, using 16 mm. 
film. Available reduction ratios include 
18, 24, 30, and 37 to 1. Some equip- 
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ment is of the duplex type, recording 
both sides of a document at once, or 
one side at a time on half the film. 
Automatic feeds are available, designed 
to feed more than 40 check-size docu- 
ments a minute. Safety features in- 
clude a micrometer double document 
stop to prevent double loading, and an 
alarm system to signal lamp failure, 
film breakage, misthreading, or end of 
film. The two basic readers are offered 
in four styles, also using 16 mm. film, 
and with magnification ratios of 18, 
24, 30, 37, and 49 to 1. The “Micro- 
Twin” is a combination recorder and 
reader using 16 mm. film. For record- 
ing both sides of a document at once 
(check size) it uses a 37:1 reduction 
ratio. With a 24:1 ratio it can record 
one side on the film full width. The 
reader has magnification ratios of 24:1 
and 37:1. It has a manual film drive 
and can make prints from the film. 
Burroughs, in-addition, has developed 
“Micro-Accounting” systems applica- 
tions of microfilming. Burroughs 
equipment is both rented and sold. 

Copycat Corp., 41 Union Square 
West, New York. This company of- 
fers the “Copycat” auto-processor, for 
making paper copies from microfilm. 
Sensitized paper is exposed for a few 
seconds in the microfilm reader, after 
which the paper is inserted in the pro- 
cessor. Within a minute, the final print 
emerges, the processor having accom- 
plished both development and stabiliza- 
tion of the image in one operation. 
Model 9, taking copy to 9 in. in width, 
is priced at $198. Model 14 accepts 
paper up to 14 in. wide. 

Diebold, Inc., Flofilm Div., Box 127, 
Norwalk, Conn. Diebold manufactures 
four cameras of the flow type, a proces- 
sor, and two readers, all identified by 
the trade mark “Flofilm.” Model 9077 
is a portable camera weighing 20 lbs., 
carried in a compact case. It has an 11- 
inch throat, and it uses 16 mm. film in 
magazines. Reduction ratio is 24X. 
Manual feed permits photographing 
about 3,000 documents an hour. ($750.) 
The Model 9003 is a duplex camera, 
using 16 or 35 mm. film with a film 
speed of 150 feet a minute, four reduc- 
tion ratios interchangeable in a few 
seconds, duplex or single-side recording. 
($3,500.) Model 9005 has a 42-in. throat 
for filming blueprints and large docu- 
ments. It has four reduction ratios, 
using 16 or 35 mm. film. It can be 
converted quickly for use as an en- 
larger for darkroom use. ($9,750.) 
Model 9046, a camera-enlarger with 
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three reduction ratios, has an enlarging 
device permitting exposure of a 350- 
foot roll of photographic paper, 14 in. 
wide. ($4,950.) The two readers include 
a portable model using 16 mm. film, 
with a 24X magnification ratio, and 
a large unit for 16 or 35 mm. film, with 
photoprint attachment, adjustable slow 
speed, etc. ($925.) The processor is 
designed to develop, fix, wash, dry, and 
collect 100-ft. rolls in less than 30 min- 
utes. ($2,995.) The company is also 
active in developing systems applica- 
tions. 

Eastman Kodak Co., 343 State St., 
Rochester, N. Y. A full line of micro- 
filming equipment is offered by East- 
man’s subsidiary, the Recordak Corp., 
listed below. Eastman itself offers the 
“Kodagraph Microprint Reader,” for 
use in reading card-mounted (unitized) 
prints made from microfilm. It can 
accept cards up to 8% by 14 in. in size, 
and single images are projected on a 
built-in screen measuring 8% by 10% 
in. The cards are carried on a roller 
similar to that used in a typewriter. 
The reader is small enough for desk 
use. 

Filmsort, Inc., 50 S. Pearl St., Pearl 
River, N. Y. Filmsort offers both ma- 
terials for unitizing microfilmed images 
and equipment for reading them. Film- 
sort “Aperture” cards are used for 
mounting single frames of 16 or 35 
mm. film in electric accounting ma- 
chine, marginally punched, and stand- 
ard file cards. “Jacket” cards are used 
for filing strips of 16 or 35 mm. film. 
The new “Vidifile Jacket” permits slip- 
ping the film strips vertically into the 
sleeves, instead of threading through 
the chamber. A “Mounter” is available 
for simultaneously cutting and mount- 
ing frames in the Aperture cards, at a 
price of $395. Viewing equipment is 
obtainable in several designs. A small 
“Executive Reader,” using about twice 
the desk space required for a telephone, 
provides 12 times magnification. 
($120.) The “Inspector Viewer,” with 
16 and 22 times magnification, is port- 
able, and may be used also as a pro- 
jector ($299.) The “Inspector ‘200’ ” 
has 16, 24, and 30X magnification, 
built-in print-making facilities for mak- 
ing enlargements in conjunction with 
photocopy equipment, and “Auto-Scan” 
attachment for mechanical scanning of 
film in cards. ($365.) Other models are 
designed for use with X-rays, engineer- 
ing drawings, etc., at prices to $1,745. 
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Graflex, Inc., 154 Clarissa St., Roches- 
ter, N. Y Graflex offers one model, the 
“Graflex Photorecord Microfilm Out- 
fit.” This is a camera using 35 mm. 
film on daylight loading spools. The 
recording unit is mounted at variable 
heights above the material to be copied, 
which lies flat. Because of the varia- 
tions possible in camera height above 
the copy, reduction ratios are almost 
unlimited. The unit can copy bound 
or loose material One side is copied at 
a time. Film is driven by a pneumatic 
foot pump. 

Griscombe Products, Inc., 132 W. 
21st St., New York. Griscombe offers 
two 16 mm. cameras, one a desk unit, 
the other a table top model. Three 
portable readers, with 17X, 23X, and 
30X magnification respectively, are also 
available; these are desk top models 
with opaque screen projection; they 
take 16 and 35 mm. film. Three library 
readers, also for 16 and 35 mm. film, 
are also offered. Two are table units, 
the other a floor model, at prices from 
$330 to $415. They have opaque screen 
projection. All readers have rotating 
projection heads. Also obtainable are 
“Filmcard Readers” for reading unit- 
ized microfilm in cards or jackets, at 
prices from $150 to $250; some have 
opaque screen projection, others use 
translucent plastic screen with projec- 
tion from behind screen. 


Hall & McChesney, Inc., 1233 Oswe- 
go Blud., Syracuse, N. Y. Hall & Mc- 
Chesney offers a special type of micro- 
filming service by which microfilmed 
images are made into “Microstrip” 
prints. The company makes the prints 
from microfilm submitted by its cus- 
tomers, returning them in a dispensing 
box. The back of each strip is treated 
with an adhesive which, when moist- 
ened with Solox, permits it to be at- 
tached to standard filing cards. The 
prints are positives and are viewed with 
card readers. As many as 50 pages of 
records can be filed on a standard 3 
by 5-in. card. 

The Microcard Corp., Box 314, La 
Crosse, Wis. This company manufac- 
tures “Microcard Readers” for use in 
viewing card-mounted microfilm prints. 
The units are small enough for desk 
use, occupying a desk space measuring 
10% by 12 in.; they are portable. The 
screen may be tilted for convenience in 
viewing. Models 6B and 5B both have 
23X magnification, are 17% in. high, 
and weigh 20 lbs. Model 6B has a 
mechanism for moving the cards; 
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model 5B does not. Prices: $255 and 
$195, respectively. 

Microlex Corp., 1 Graves St., Roches- 
ter, N. Y. Offered by this company is 
the “Microlex Reader,” for reading 
unitized opaque microfilm prints in 
card form. It is a desk top model with 
a height of 16 in., a depth of 13% in., 
and a width of 8 in. It weighs 22 lbs. 
Cards are held in place by a clip. Price 
$167.50. Available accessories include 
a stand and a dust cover. 

Recordak Corp., 444 Madison Ave., 
New York. Recordak is a subsidiary of 
the Eastman Kodak Co. It markets a 
wide line of microfilming equipment, 
much of which can be either rented or 
purchased. There are 11 cameras in 


the line, using 16 and 35 mm. film, 
and with reduction ratios ranging from 
8 to 1 to 40 to 1. Three basic recording 
methods are offered: duplex, in which 
fronts and backs are photographed si- 
multaneously; duo, with one side re- 
corded on half the film width (the 
film can be reversed and the other half 
used); and standard, with one side 
recorded on the full width of the film. 
Automatic feeders may be used. New- 
est model is the “Reliant,” with three 
interchangeable reduction ratios, eye- 
level stacking and controls, and other 
features, priced at $1,800. Prices of 
16 mm. units: $450 to $2,900, or rentals 
of $17.50 to $76.50 a month. Prices of 
35 mm. models: $1,835 to $3,600, or 


thousands of dollars. 


Pre-focused — fast, easy 

Uniform 35mm. single frame size 
Compact — 14x 15% space 
Automatic indexing and counting 
Copies 1,000 pieces per hour 
Coated 50mm. reader lens 
Brilliant projection light 

High contrast 11 x 14 view screen 
Permanent protection 

Saves valuable filing space 


Legally acceptable evidence 


Dealers! 
Your Inquiries 
Invited 


compact unit — at a saving of 


If it's worth filing, it's worth filming 
—mail this coupon now for full details. 


snes oem sem seen anny enh en 


Photograph it...view it with the 
new MICROFILM 


Camera-Reader 


MICROFILM C-R 35 


Combines Microfilm camera and reader in a single 


U. S. Microfilm Company 

870 Main Street, Stamford, Connecticut 
Please send complete information on the 
Microfilm Camera-Reader C-R 35. 


U. S. MICROFILM| “™ 
COMPANY - 
870 Main Street Add 
Stamford, Connecticut City 
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If you use a 
DIRECT PRINT 


COPY MACHINE 


yow ll gt SHARPER, 


FASTER COPIES 
when the MASTER SHEET is 


Patapar 
Translucent 
Parchment 


This is a special type of Patapar 
Vegetable Parchment scientifically 
developed for direct print master 
sheets. Quality controlled texture and 
sheer, natural translucency assure 
super fast transmission of the ultra 
violet rays. There is no diffusion. The 
result is speedier printing, uniformly 
clear copies — and your glowing 
satisfaction. 


Patapar Translucent Parchment has 
a perfect surface for printing with 
opaque or regular inks. It is excellent 
for typewritten copy, pen and pencil 
entries, artists’ sketches or drawings. 


Write on your business letterhead for 
brochure of testing samples. Name of 
nearest distributor on request. 


' Paterson Parchment Paper Company 


Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: 
Sunnyvale, California 


 Weadquarters for Vegetable Parchment since 1885 


aa For More Information Use Readers’ 
Inquiry Coupon on Page 100 


rentals of $120 to $250, reduced after 
first month. Seven readers are avail- 
able, with magnification ratios from 
23X to 40X. Prices of 16 mm. units: 
$75 to $900, or rentals from $2.50 to 
$25 a month. Prices of 35 mm. models: 
$385 to $875; units not rented. 


Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave, New 
York. The “Film-a-record” line in- 
cludes cameras of both the flow type 
and the flat-bed planetary type. The 
following are representative: Model 4 
is a flat-bed camera taking 16 mm. film. 
It has a 21:1 reduction ratio and is 
designed for up to 1,500 exposures an 
hour; it is a table top model. ($985.) 
Model 8 is a flow-type camera, record- 
ing on 16 mm. film. It has reduction 
ratios of 25 or 40 to 1, requiring fac- 
tory change. Paper speed is 100 feet 
a minute. An automatic feeder is op- 
tional. The camera records single sides 
on either half or full film width. 
($1.215.) Model 12 is a large duplex 
model for 16 and 35 mm. film, record- 
ing both sides of documents at once, 
or single sides on half or full film width. 
Reduction ratios of 24:1, 32:1, and 37:1 
(for 16 mm.) are interchangeable; 16 
mm. models can record simultaneously 
on two film rolls. Automatic feeder is 
optional. ($2,350.) (The automatic 
feeder, used with several types of cam- 
eras, is priced at $495.) Two readers 
are offered: Model 9 is hand operated, 
taking 16 and 35 mm. film; it has 17X, 
24X, and 40X interchangeable lenses, 
360-degree rotation of image on a 14 
by 14-in. screen, and paper enlargement 
facilities. ($425.) The “AO Electronic 
Reader” reads 16 mm. film; it is a 
mobile unit (on casters), with power 
drive for film (operating speed is vari- 
able), interchangeable lenses with 20 to 
1 to 35 to 1 ratios, and facilities for 
making screen-size prints. ($625.) This 
unit is manufactured by the American 
Optical Co. 


U. S. Microfilm Co., 870 Main St., 
Stamford, Conn. U S. Microfilm offers 
a combination camera and reader identi- 
fied as Model C-R 35, It uses 35 mm. 
film and has a designed minimum re- 
cording speed of 1,000 pieces an hour, 
manually fed. A uniform reduction 
ratio of 11 to | is used, and film may 
be viewed without interrupting the 
microfilming. This is a table top unit, 
occupying an area measuring 14 by 
15% in. It weighs 50 lbs. The reader 
employs a built-in opaque screen. Price, 


$750. 


Typewriters 


WHILE microfilm equipment may 
seem mysterious or intricate to those 
who do not use it, the typewriter, by 
contrast, stands exposed as a machine 
without a secret—at least, none that 
matter very much to the office worker. 
Its place in the scheme of things may 
be taken for granted and need not be 
commented upon, except to pay it 
respect as an indispensable instrument 
of business. 

These remarks, of course, apply to 
the conventional office typewriter, 
whether electric or manual, wide-car- 
riage or letter-size, noiseless, portable, 
or standard. They are not appro- 
priate in discussing certain develop- 
ments of the typewriter for special- 
ized uses. Some of these may be 
looked at briefly: 

That much-discussed subject, auto- 
mation in the office, very often involves 
the use of punched paper tape as 
a means of transmitting information 
from one office machine to another 
to avoid the necessity of repeated 
manual inputs of repetitive informa- 


Why take LESS? 


e advantages: 
in. wider 
o #4 last 


clusiv 


available 
\| are stronge 


Check these ex 
; th Signals 
cr of sizes; & 
longer. 


ith Signals are 
oF herd tempered § 
life factor, 
Jaws h a ¥ e 
stronger arp: 
won't en d 
away from 


jeces 
de of two piece 
preer another long 


Available in 1/4" to 
2" widths; choice 
of 12 plain colors 


card stock. or imprinted 
Records alphabetically, by 
can't snag- states, months, 


numbers, or to fit 
See Your Office special needs. 
Supply Dealer 
or Write 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For More Than 50 Years a Complete Linc 
of Time-Saving Signals and Indexes 


For More Information Use Readers’ 
Inquiry Coupon on Page 100 
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TWO WAYS TO GET FASTER FIGURES 


These work-saving, time-saving office machines 
simplify work and speed results 


The all-new, all-electric Calculating-Adding Machine 


Figures faster than you think. Adds, subtracts, 
multiplies and even divides. Unusually quiet, 
super fast at 202 printings per minute. Visi- 
Balance Window automatically shows debit or 
credit balance. Compact keyboard, scientifically 
grouped, eliminates lost motion. Backspacer 
wipes out improperly indexed figures. 


The world-famous Adding-Calculating Machine 


Floating touch for faster work. Direct-action 

for instant answers. Three-way control pro- 

tects accuracy—signals the operator by sight, 

sound, touch. Electric and non-electric models. 

Get a demonstration on your work—of either 

the Comptometer® or the Comptograph—look 

up the Comptometer representative in your 

Yellow Pages or mail the coupon. i 
ee 


, 1742 N. Paulina St., Chicago 22, II. 


Gentlemen: Without cost or obligation— 
C0 | want more information oo 
C Please arrange an office demonstration J pre oe 202" 
C Please arrange for a free office trial Cj Comptometer 


Name 


Company _ 


The COMPTOMETER® DICTATION MACHINE is also a product of Felt & Tarrant Mfg. Co. 
Offices in principal cities and throughout the world. 
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The hand folding of bulletins, form 
letters, statements and other usual 
mail enclosures is not only monoto- 
nous and boring for your office 
workers ...it also wastes their time 
and your money! 

You can stop this waste with a PB 
model FH office Folding Machine. 

Electrically driven, with semi-auto- 
matic feed, it is far faster than hand 
folding. It can make two folds at 
once, double fold 8% x 11 sheets up 
to 5,000 per hour. With automatic 
feed (optional at slight extra cost) it 
is even faster. 

The FH makes eight different folds, 
handles sheets as large as 8144x 14 
inches, as small as 3 x 3 inches, most 
all weights and finishes. It even folds 
sheets stapled together. 


The larger fully 
automatic FM, 


Folding 
Machines 


Originators of the postage meter... 
94 branch offices, with service in 259 
cities in U. S. and Canada, 


How to save 
folding time 
and money! 


Small and light, it can be moved 
anywhere, used easily by anyone, 
doesn’t need skilled operators. Just 
move two knobs to the required 
measurements and it’s ready to fold 
in seconds! 

The FH costs less than a typewriter, 
quickly earns its cost even in small 
offices. Call your nearest PB office 
for a demonstration. Or, send the 
coupon for free illustrated booklet. 


Move two knobs on inch scales to fold 
widths wanted—and the FH is ready to go! 


PITNEY-Bowes, INc. 
2910 Walnut St., 
Stamford, Conn. 


sane 


Send free booklet on Folding Machine to: 


Name 


Firm 
Address 
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tion. The punched tape that serves 
this “common language” function or- 
iginally was designed for wire com- 
munications, but over the last two or 
three years it has become possible to 
prepare it by means of such standard 
office machines as adding machines 
and typewriters. 

While a discussion of this type of 
data processing is beyond the pur- 
pose of this article, it is worth not- 
ing that the typewriter has become 
able to perform duties above and be- 
yond the mere preparation of neat 
copy, since it can now be used as part 
of an integrated data processing sys- 
tem. This, of course, is not true of 
just any typewriter. The typewriter 
design has to be specially modified to 
punch—or read—the tape, but more 
and more models are constantly ap 
pearing, to make it possible to use 
this basic instrument for things not 
dreamed of by its inventor. 

Some of the typewriters listed in 
the manufacturers’ list at the end of 
this introduction are of this type, and 
it seems reasonable to guess that other 
manufacturers of standard typewriters 
will subsequently add tape reading and 
punching models to their lines. In 
addition, a new device makes it pos- 
sible to use a standard electric ma- 
chine as a means of “reading out” 
data automatically from sources gen- 
erating electrical signals. The type- 
writer thus acquires possibilities for use 
as part of an electronic computer sys- 
tem. 


Automatic typing 


The automatically controlled type- 
writer is not a new concept, either, but 
it is one of the few kinds of typewrit- 
ers that are not as familiar as they 
might be. This does not refer to 
typewriters used for outputs from 
electronic systems, but rather to type- 
writers controlled by paper rolls con- 
taining previously prepared material. 

A number of models of this type 
have been on the market for a long 
time, but new uses are constantly be- 
ing found for them. The simplest 
use, no doubt, is for the preparation 
of form letters. The desired ma- 
terial is coded on a roll resembling 
the roll used in old-fashioned player 
pianos, and as the holes representing 
the letters and numerals pass over the 
actuating mechanism, the typewriter 
reproduces the letter as an original. 
It can make carbon copies at the same 
time. 


OFFICE MANAGEMENT 
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Now almost all the furnishings in this room 
can stay clean up to 5 = fomgers 


Dust and dirt can’t cling to carpets, 


upholstery fabrics, wallpaper, painted 


surfaces, Venetian blinds and lamp shades 


when treated with preparations of 


DU PONT LUDOX’* 


Now you can save money on main- 
tenance. 

Du Pont research gives the answer to 
the age-old problem of dirt and soiling. 
It’s “Ludox’’ colloidal silica. When 
preparations of it are applied to clean 
surfaces, transparent particles of ‘‘Lu- 
dox”’ fill pits and crevices and stay 
there, literally robbing dirt of a home. 
Treated furnishings are easier to clean 
with ordinary vacuuming and dusting 

. . and they stay easier to clean. 


ON NEW FURNISHINGS. Several rug and 
carpet manufacturers are already ap- 
plying anti-soil treatments, based on 
“Ludox,’’ to new merchandise. When 
you buy, specify this anti-soil treatment 
for long-lasting soil resistance. 


FOR FURNISHINGS NOW IN USE. Prod- 
ucts containing “‘Ludox’’ for use in the 
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YOU CAN SEE THE DIFFERENCE! This carpet—the left half treated with 
a preparation of Du Pont “‘Ludox’’—was placed in an office corridor. 
After six months of heavy traffic, the treated half still looks like new. 


home, office or institution are now avail- 
able from janitor supply houses. 

Some productscombine anti-soil treat- 
ment with cleaning in one operation. 
They may be used on carpeting, uphol- 
stery, drapes, Venetian blinds, painted 
surfaces as well as on textile floor cov- 
erings. And many rug cleaners and sup- 
ply houses now provide anti-soil treat- 
ments for the rugs they accept for 
cleaning. 

Ask your supplier about these serv- 
ices or mail coupon to Du Pont. 


REG. U.S. PAT. OFF. 


BETTER THINGS FOR BETTER LIVING 
+s. THROUGH CHEMISTRY 


For More Information Use Readers’ Inquiry Coupon on Page 100 


_ MAIL THIS COUPON TODAY! — 
- 2a eee ae ts 
E. I. du Pont de Nemours & Co. (Ine. ) 
Grasselli Chemicals Dept., Rm. y-2541 
Wilmington 98, Del. 

Please send me more information on 
“Ludox” as a soil retardant. 


«i 
k 
mt 
a 


Name 


Firm 


Position 
Address. 
City 
State. 


[_] Send me the names of manufacturers treat- 
ing carpets at the factory with “Ludox.”’ 


[_] Send me more information about ‘‘Ludox” in 
anti-soil preparations on the market for ap- 
Plication to furnishings now in use. 
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“We have just cleaned the carpet of our 
Peacock Alley with Duo-Dellay. This 
is one of the heaviest traffic areas in 
the hotel. We are pleased to report that 
the carpeting is now fresh and clean 
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te & 2 “'e 
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and its beautiful color has been 
restored.” 


Miss NELSON 
Executive Housekeeper 


Waldorf-Astoria Hotel 


duo delay sxossronzs 


It Cleans and Anti-Soil Treats in ONE Operation! _ 


DUO-DELLAY . . . in one oper- 
ation...cleans and anti-soil treats 
carpets, rugs, upholstery, dra- 
peries, slip covers, painted sur- 
faces, venetian blinds, linoleum, 
leather and vinyl upholstery! 


It whisks away dirt like magic 
. . . rejuvenates colors to their 
original new look ... and it pre- 
vents further soiling for six 
months or more longer! In tests 
made at the Waldorf-Astoria and 
other actual on-location clean- 


ings, by Petersen — Moore Rug 
Cleaners of Baltimore, DUO- 
DELLAY proved that it is the 
most important new development 
in hotel housekeeping in years. 


DUO-DELLAY contains the 
miracle ingredient . .. Du Pont 
Ludox . . . the anti-soil treatment 
now being used in carpet fac- 
tories on new carpets. 


DUO-DELLAY saves work... 
saves money...saves your fabrics. 


Other Dellay products 
RED LABEL DELLAY... anti-soil treatment for 


carpets and rugs... prevents soiling for six months 
or more longer. 


YELLOW LABEL DELLAY... anti-soil treat- 
ment for upholstery fabrics, draperies, slipcovers, 
painted surfaces, venetian blinds. 


Mr. A. F. Petersen of Petersen-Moore, Balti- 
more says: “DUO-DELLAY cleans all types of 
carpets better than any cleaner we have ever 
used. It restores color and,in addition, deposits 
Du Ponts Ludox on the carpet fibres for further 
soil resistance. We believe our customers are 
entitled to this extra service feature.” 


a product of ARTLOOM CARPET CO., inc. 
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Abbott Cleaning Supply Co 
Abbott Supply Co... . . 
American Janitor Co. 

American Window Cleaning Co. 
American Window Cleaning Co. 


Baer Paper Chemical Co. 
Baer Paper Corp... ... 
Baer Slade Corp..... 
Bancroft Paper Co..... 
Bernhardt Bros. Inc. 
Bluefield Chemical Co... 
|. Edward Brown Co. 


. Capital Cleaning Co.. . 
Jules Campos, Inc..... 
Carman Pittsburgh Co. 


Certified Chemical Co.. 
City Janitor Co...... 
Cleaning Materials Co. 
Colberg Supply Co.. 
Crandall Supply Co... 
Crest Sales Co... ..... 


Dade Chemical Co......... 


we Supply Co.... 
E. L. Supply Co......... 
€-Z Janitor Supply Co... 


Car! Finch Janitor Co... 
Formula Floor Products 


Galer & Hults Co... ... 
Gateway Chemical Co.. 
Government Chemical Co. 


Hale Sanitary Supply Co. 
Hubman Supply Co.... . 


Industrial Sanitary Supply Co. 
industrial Sanitation Co... . 


1. Janvey Sons Co..... 
George T. Johnson Co... 


Kenwood Transfer... . 


W. P. Landow, Ltd..... 
Lawton Bros 


Lewis Chemical Co.. 
Lien Chemical Co., Rockford, lil., 


Long Beach Janitor Co... . 
Lovinger Disinfectant Co... . 


Magnolia Paper Co.. . 
Maintenance Product Co.. 
Mellocraft Co. 

Melrose Chemica! Co. 
Miller Norris Co. 
Minnesota Chemical Co.. 
The Mizan Products Co. 
Moellering wend Co. 
Momar, Inc... . . 
Moulder Oldham. . 


New Bright Chemica! Co. 
Northwest Supply Co. 


. Packer Scott Co.. 
Peterson-Moore Rug Cleaning Co.. 
Phillips Co..... 
Pro-Tex-All Co., Inc.. 


> Regal Janitor Supply Co.. . 
Reliable Rug Cleaning Co. 
NGS. 6-0-5 b> 0s oa 


San Diego Janitor Co.. 
Scientific Supply Co.... .. 

So. Calif. Disinfectant Co... . 
Standard Wholesale Supply Co.. 
Superior Products Co. 
Superior Sales Co............... 
Star Chemical Co............ 


Tri-State Laboratories. . 


Vaico Products Co.. 


Leo Weiner Sons Co. 
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Central Automotive Equip. & Supply 


Franklin Park, il. 


Miguel Prunera Jr. Export Co. ev, : ba 


Thompson Janitor Supply Co... ..... 


Tri-State Sanitation Co....... vias 
Thompson Janitor Supply Co... ..... 


dud dellay 


is available through 
the following 
supply houses: 


Worcester, Mass 
Detroit, Mich 


Washington, D. C. 


Holyoke, Mass. 


Colo. Springs, Colo. 


Baltimore, Md. 
York, Pa. 


“Washington, D.C. 


Shreveport, La 
Brooklyn, N. Y. 
Bluefield, W. Va. 
New York, N. Y. 


Charleston, W. Va. 


Brooklyn, N. Y. 
Pittsburgh, Pa. 
Detroit, Mich. 
....Easton, Pa. 
. St. Louis, Mo. 
Pittsburgh, Pa. 


San Francisco, Calif. 
Binghamton, N. Y. 
San Francisco, Calif. 


..Miami, Fla. 


Los Angeles, Calif. 
Kew Gardens, N. Y. 
.Phoenix, Tucson, Ariz. 


Little Rock, Ark. 
. Newark, N. J. 


Philadelphia, Pa. 
Kansas City, Mo. 
Cleveland, Ohio 


. Albuquerque, N. Mex. 


Columbus, Ohio 


Los Angeles, Calif. 


..Reading, Pa. 


Hempstead, L. 1., N. Y. 


Medford, Mass. 


Cedar Rapids, lowa 


Toronto, Ont., Canada 
ae Jacksonville, Fila. 


Harrisburg, Pa. 
Brigantine, N. J. 
South Bend, Ind., 
Miami, Fla. 
Long Beach, Calif. 


Salt Lake City, Utah 
Dallas, Houston, Tex. 


Syracuse, N. Y. 


. . Toledo, Ohio 
Ft. Lauderdale, Fla. 
.Oklahoma City, Okla. 


St. Paul, Minn. 
Logansport, Ind. 


...Ft. Wayne, Ind. 


aaa Atlanta, Ga. 
. Tulsa, Okla. 


Atlantic City, N. J 
Seattle, Wash. 


. .Portiand, Ore. 
"Baltimore, Md. 
Cincinnati, Ohio 
.Evansville, ind. 
.New York, N. Y. 


..... El Paso, Tex. 
...Des Moines, lowa 
. Atlantic City, N. J. 


. San Diego, Calif. 
.«s+...Denver, Colo. 
. Los Angeles, Calif. 

. Boston, Mass. 

. New Orleans, La. 

.... Hartford, Conn. 
.. San Antonio, Tex. 


. Dayton, Ohio 
Wilmington, Del. 
oe aet Buffalo, N. Y. 
. .Dayton, Ohio 


Omaha, Nebr. 


Virginia Carolina Laundry Supply Co. Richmond, Va. 
Wichita Brush & Chamical Co........ 
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Wichita, Kan. 
. .Monticello, N. Y. 


Clearly, the great advantage of this 
type of letter preparation lies in the 
fact that form letters can be typed at 
high speed (100 to 135 words a min- 
ute), with complete accuracy, and in 
a form which is indistinguishable from 
that of a completely original letter. To 
use a much-overworked term, the form 
letter thus becomes “personalized.” 

To give this type of letter flexibility, 
the original roll can be so coded that 
it will stop at appropriate places in 
the text; at such points variable in- 
formation can be introduced manu- 
ally on the keyboard. Thus, dates, 
prices, names, etc. can be inserted into 
form letters as desired. 

A more elaborate version of this 
equipment is that in which separate 
paragraphs are prepared on a roll, 
leaving to the operator a choice of 
which ones the machine should type. 
Paragraphs can be selected by pressing 
buttons, in a manner resembling that 
in which the operator of an automatic 
elevator may select floors, or by per- 
forating a control tape. 


Two rolls 


In a still more refined development, 
the same typewriter may be controlled 
by two separate rolls (which may or 
may not be identical), with successive 
paragraphs chosen from the two rolls 
alternately. Such a procedure eliminates 
the time necessary for a machine to 
skip over unwanted paragraphs, for 
one roll is advanced automatically to 
the next paragraph while the machine 
is typing from the other roll. In a large- 
scale operation, this saving of time 
can be significant. 

Another version of the automatic 
typewriter permits one machine (a 
“master”’) to control one or more 
“slaves.” Thus, it is possible to type 
a name and address simultaneously on 
a letter and its envelope, or to prepare 
several originals of a letter with one 
typing. Some models make it possible 
to select the information to be typed by 
the slave. By applying this principle 
to forms writing, the typewriter thus 
becomes a systems machine. There are, 
moreover, new typewriters with front 
feed and other features to adapt them 
to bookkeeping and systems work. 

Other modifications of the basic 
typewriter design include those ma- 
chines which “justify” line lengths. 
This means that, by means of internal 
spacing mechanisms, they can be made 
to even out both the left and the right 
margins so that all lines are of the 


BUSINESS FORMS 


HAVE Secrtla? 


if you WANT CONFIDENTIAL informa- 
tion omitted from certain pages of y 
business forms, use the modern, effi- 
cient, foolproof method: 


By a special American Lithofold 
rocess desensitized areas (“Secret 

Spots” ’) effectively prevent entries 
from carrying through. regardiess 
of pressure. Many advantages over 
block-outs. cut-outs. carbon spots 
and other previous methods! 

@ Provides positive, accurate deletion of 
desired information 

@ Applied anywhere on the carbon paper 
—in spots of any number, size and 
shape 

@ Can be varied for each part of the 
form 

@ Does not deface or soil the form 

@ Leaves open areas available for 
printed instructions, advertising, 
records, etc. 


Available on: 


LITHOSTRIP marginally punched, 
continuously interleaved forms 


LITHOSET one-time carbon sets 


TODAY for full details and 
FREE SAMPLE SET 


500 BITTNER ST ST. LOUIS 15, MO 
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Make your letterhead say 
“This 1s a Fine Firm” 


Well-designed, and on Parsons new cotton fiber paper, 
your stationery can say — without a word typed on it — 
that yours is a dependable organization offering high 
quality products or service. 

Let Lester Beall, one of America’s leading graphic 
arts designers, show you how. He prepared Parsons 
“Letterhead Design Manual” and a copy is yours for the 
asking. In addition to Mr. Beall’s text on this subject 
there are ten new prestige-building stationery designs 
in the portfolio. The paper used in them ranges from 
the finest 100% new cotton fiber writing and bond paper 
to the most economical paper made with new cotton 
fiber. One is on L’Envoi, another on Old Hampden Bond, 
four are on Parsons Bond and four on Heritage Bond. 


© ppc 1955 


If you may soon need 
new business or profes- 
sional stationery, send BE 
for your free copy of (A SIN 
Parsons “Letterhead © O'S 2 we 
Design Manual’... Write 
Parsons Paper Com- 
pany, Department 56 
Holyoke, Mass. 


ye 


Lettierbead Desi 4 w 


PARSONS PAPER 


COMPANY 
More than 100 Years at Holyoke, Massachusetts 
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same length. Since models of this 
type are available with attractive type 
styles (and on some machines the 
type faces can be readily interchanged), 
material can easily be prepared on such 
a machine for reproduction by the 
offset method. The typewriter thus 
bypasses the work of a linotype oper- 
ator or typesetter. The work can be 
of high quality; this method thus is 
often used for the preparation of ma- 
terial for publication, and is even used 
to “set type” for some small newspa- 
pers. 


New features 


But apart from these more elegant 
sisters, the standard typewriter itself 
is undergoing development. There 
has been a growing tendency, for ex- 
ample, to use dressier type faces than 
the pica and elite types which have 
been standard for so long. This is 
particularly true in the offices of ex- 
ecutives, and in offices which are par- 
ticularly sensitive to public relations. 

Another tendency has been to add 
new keys. “Plus” and “equals” signs, 
for example, are now appearing on 
stock machines, without having to be 
specially ordered. Exclamation points 
can sometimes be found. There have 
always been special models, of course, 
such as those with “dead” keys con- 
taining accents used in foreign lan- 
guages—dead, because they do not 
cause the carriage to advance when 
they are struck, so the letter to be ac- 
cented can be typed below (or above) 
the accent without having to back 
space. And it is always possible to 
order special keys when a business has 
real need for its own symbols—frac- 
tions other than the conventional “'4” 
and “4”, technical symbols, and the 
like. 

Other features that are being found 
in some models are vertical and hori- 
zontal half-spacing, simplified margin- 
setting and tabulating machanisms, 
and so on. The manufacturers, in 
other words, are constantly improving 
their models, and even if no earth- 
shaking developments seem likely, 
there are always new touches that 
add to the convenience, or the dura- 
bility, or the appearance of the ma- 
chine. 


Electric typewriters 


The introduction of the electric 
typewriter some years ago was per- 
haps as significant a development as 
has occurred since the typewriter was 
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BUT, WHEN DID YOU LAST 
CHECK THE EFFICIENCY OF 
YOUR OFFICE PROCEDURES ? 


It is very probable that a Reynolds & Reynolds 
Business Forms Expert can cut overhead in 
your office procedures, Invite him to review 
your business forms and suggest improvement 
such as , . . combining several single forms 
into one multiple part set . . . employing the 
advantages of No Carbon Required Paper... 


\ PRODUCTION CHART 


} 


: 


ao 


CO ee ee 
"t 


consolidating information to eliminate some 
forms or adding a copy to a present form to 
speed transactions in another department .. . 
to mention a few. 

Your Reynolds & Reynolds representative 
is ready to bring to you the benefits of his 
Business Forms knowledge gained through 
years of experience in helping increase office 
efficiency in many types of businesses. 

Call your Reynolds & Reynolds representa- 
tive today . . . no obligation! 


OFFICES IN MOST PRINCIPAL CITIES 


THE REYNOLDS & REYNOLDS COMPANY 


LITHOGRAPHERS AND PRINTERS © BUSINESS FORMS SINCE 1866 


PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, 


CALIFORNIA 
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first invented, While it is universally 
admired by those who have taken the 
time to get used to it, however, it 
still meets some resistance from in- 
dividuals used to manual machines. 
The electric typewriter, admittedly, 
takes some effort to accept. One 
management consultant who has super- 
vised numerous installations observed 
that the average worker will require 
two weeks of steady typing to adjust 
to it, but he has no recollection of 
any individual who, having made the 


change, was willing to return to a 
manual machine. 

And the popularity of the electric 
typewriter continues to grow. This 
magazine recently sampled reader opin- 
ion on typewriters and found that the 
electric machine was consistently pre- 
ferred over the manual version for 
preparation of general correspondence, 
of statistical material, of work requir- 
ing five or more carbon copies (here 
the “advantage was considered great- 
est), and of stencils and masters. Nev- 


BUY ACE STAPLING EQUIPMENT 


ACE ..the world’s finest Sta- 

pling Equipment. Whether you 
choose the PILOT, ACELINER, or 
any of the other fine models we 
make, you can buy with confidence. 
For, your ACE Stapler, ACE Staple 
Remover and ACE Staples are de- 
signed and built to work together 
to give you perfect performance 
for a lifetime! 


p ealers invariably recommend 


Ask your dealer to demonstrate 
the different ACE Models .. there’s 
one to meet every need at prices 
to fit every purse. And, they never 
fail, no matter how hard or long 
you use them. 


SOLD THROUGH DEALERS EXCLUSIVELY 


ACE FASTENER CORPORATION 
3415 N.ASHLAND AVE., CHICAGO 13, ILL. 
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ertheless, in the offices questioned, new 
typewriter purchases in the last two 
years showed better than a two to one 
ratio in favor of standard manual ma- 


chines. Considering, however, that 
they showed a ratio of about five to one 
in the total number of typewriters they 
used, it appears that the electric type- 
writer is making definite gains. 

The following list covers the prin- 
cipal manufacturers of office typewrit- 
ers, 


The Manufacturers 


Addo Machine Co., Inc., 145 W. 
57th St., New York. Addo offers the 
“Adler” line typewriters, consisting of 
seven basic models: portable, “Standard 
Special,” “Universal,” electric, “Mar- 
ginal Justifier,’ “Typing Tester,” and 
“Label Writer.” Carriage widths: 12, 
13, 15, 18, 26, and 35 in. Type faces: 
elite, pica, “Elite Imperial,” and “Pica 
Imperial.” Line spacing: 4%, 1, 1%, 2, 
2%, and 3 lines at a time. Other fea- 
tures available include interchangeable 
carriages, six-key decimal tabulator, 
automatic paper injector and ejector, 
automatic double letter spacing key, 
anti-jam lever to release piled up arms, 
and “Memory-Margin” to set several 
margins for subparagraphing while re- 
taining original margins. 

R. C. Allen Business Machines, Inc., 
678 Front Ave., N. W., Grand Rapids, 
Mich. To its line of manual typewrit- 
ers, R. C. Allen has recently added the 
“Electrite” combination electricamanual 
typewriter. The keyboard, with its 42 
letter and numeral keys, and the space 
bar are electrically operated, while the 
carriage return, shift keys, back space 
and tab keys are manually operated. 
Carbon ribbon and ribbon rewind me- 
chanisms are standard, also the conven- 
tional fabric ribbon mechanism, Fab- 
ric and carbon ribbons can be inter- 
changed. Carriage widths: 11, 13, 14, 
18, 22, and 26 in. Other machines in- 
clude those of the “VisOmatic” line, 
to which the new line is similar in 
many of its features. Features include 
visible and automatic margins, inter- 
changeable platens, keyset tabulation, 
automatic line finder, card and label 
holder, etc. A carbon ribbon model is 
also available. 

Alma Office Machine Corp., 164 W. 
25th St., New York. Alma markets two 
“Everest” models, a standard and a 
portable. The standard has a 12-in. 
carriage, the portable a 10-in. carriage. 
Interchangeable carriages are available 
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DEPEN 
DABLE is the Watch 
c Word ' 


You can depend on ADDO-X 
to perform the thousand and one 

adding, subtracting and multi- 

plication jobs each day with amazing 
speed,” quietness and smooth operation. 
Operators are more relaxed, more 
efficient, more productive on ADDO-X 
machines. The STEP-O-MATIC 

lever offers calculator performance 
when multiplying. Write 
for descriptive 


literature ¢ today. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD. 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 


“At 175 r.p.m. 
+Also on our NEW two register machine. 
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for the standard, however, with widths 
of 14, 18, 22, and 27 in. Both machines 
are available with pica, elite, “Impe- 
rial,” “Stampatello,” and other types. 
The standard model has 46 keys with 
92 characters, a “no-hold” tabulating 
feature, automatic paper insertion and 
ejection, and a carbon ribbon attach- 
ment. The portable has 44 keys, in- 
cluding a dead key for accents. Both 
machines have a special key to release 
jammed type. Different keyboards are 
available. Prices: $199 and $99, plus 
F.E.T. 

American Automatic Typewriter Co., 
2323 N. Pulaski Rd., Chicago. This 


matic typing previously prepared rolls 
containing form letters or paragraphs 
and for automatic copying. Equipment 
of this type is described in the introduc- 
tion on page 60. A number of differ- 
ent models are available. While not 
actually typewriters themselves, these 
units are designed to control standard 
electric models. The newest model is 
the No. 3054 “Selector Auto-typist” 
with an auxiliary typewriter. With 
this model, one typewriter can be used 
as a “master” and the other as a 
“slave,” the !atter duplicating the work 
of the first machine, or both machines 
can be used to type from a record roll. 


“6 company is the maker of the “Auto- Among other models are those which 
‘ typist” and “Copy-typist” lines for auto- _ permit use of two rolls to control one 
if e 
* fine rag boxed|ty ewriter-papers for 
> 
perman nce. -prestige.<.strength 
oe For ideas worth keeping—reports, letters, agreements, 
ee: surveys and permanent or semi-permanent records—use 
iy paper made from rags. 
: Neenah Boxed Typewriter Papers are available with from 
25% to 100% rag content to give you whatever degree 
its of permanence you require. 
f: They are tub-sized and air-dried for a more luxu- 
‘4 rious typing surface. They are brilliantly blue- 
it white for added prestige. Ask your stationer 
‘ for Neenah, the finest in boxed type- 
¥ writer papers. 
Neenah is America’s most com- 9 
plete line of fine business {] 5 
. papers. \\ ' * 
sx! Old Council Tree Bond... .. 100% rag a | 
ne Success Bond.........++++++ 75% rag ; 
“S Chieftain Bomd....cecccccces 50% rag 
a3 eenah Bond..........+.++ 25% rag 
fs Old Council Tree Onionskin. .100% rag 
st Success Onionskin.......... 75% rag &e 
| im Neenah Onionskin.......... 25% rag "eh, 


Finishes—bond and cockle 
Weights—substance 7,9, 13, 16,20 and 24 
Sizes—8% x 11;8% x 13;8%x14 
Neenah is also available ream wrapped. 


Nq 


NEENAH PAPER COMPANY 


Neenah, Wisconsin 


PUUREWRITER PRRERS 
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machine, and those for making selec- 
tions from a single roll. 

Commercial Controls Corp., | Leigh- 
ton Ave., Rochester, N. Y. This com- 
pany offers a wide line of “Flexowrit- 
er” and “Justowriter” models. Flexo- 
writers, in various models, read, punch 
and reproduce paper tape in addition to 
performing normal typewriter functions, 
Models are available for use with tapes 
with from 5 to 8 channels, and some 
new models are able to punch and 
read code in the edge of cards rather 
than in conventional tape form. Since 
this type of equipment is basic in in- 
tegrated data processing systems, it will 
be covered in more detail when that 
subject is presented in February. Justo- 
writers are machines used for compos- 
ing; they are equipped to justify line 
lengths. 

Ralph C. Coxhead Corp., 720 Frey- 
linghuysen Ave., Newark, N. ]. Cox- 
head manufactures “Vari-Typer” and 
“Composomatic” justifying and com- 
posing typewriters. These machines 
are capable of preparing work in as 
many as 300 type styles and sizes, 
which are interchangeable. Each font 
consists of 90 characters; in addition to 
the customary upper and lower case 
letters, punctuation marks, numerals, 
etc., the font contains fractions, sym- 
bols, and ligatures. (Ligatures are let- 
ters “tied” together; examples are “ff” 
and “fi.”) Two fonts may be carried 
in a machine at one time. Thus the 
Roman and italic versions of a given 
style may be interchanged by turning 
a control knob. This type of equip- 
ment, of course, is not used for stand- 
ard typing. It is useful for preparing 
justified copy for reproduction by such 
methods as photo-offset. Among other 
models are a “Stencil-Writer” for the 
cutting of stencils, a model for prepar- 
ing business forms, and a new machine 
for preparing copy in a wide number 
of foreign languages, including many 
used in the Middle East and in the 
Orient. Prices: from $480 to $2,120. 

Facit, Inc., 500 Fifth Ave., New 
York. Facit distributes the “Halda” 
line of typewriters, which are made in 
Sweden. The line includes three stand- 
ard models with paper capacities of 
11%, 15%, and 19% in. There are 
also three corresponding models with 
key-set 7-decimal tabulation. A num- 
ber of type faces are available, includ- 
ing Oriental and other foreign lan- 
guages. Prices: $182 to $275, plus 
F.E.T. Also offered is a small portable 
model, at $89.50, plus F.E.T. 
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>| ARNOT-JAMESTOWN DIVISION 
| 730 Fifth Avenue, New York 19, N. Y. 
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“ Wialional Accounting Machines save us $75,000 a year... 
return 100% of investment annually.” 


—SUN OIL COMPANY, “Pioneering in petroleum progress for 70 years” 


“National Accounting Machines save us 
$75,000 a year. Considering our total in- 
vestment of $75,050, we enjoy an annual 
return in savings of 100%. 

“Our accounting is highly centralized. 
For example, while our operations cover 
both the United States and Canada, the 
control of our payroll is centered in Phil- 
adelphia. This one office organizes all the 
varying, widespread payroll information. 

“We particularly like the original-print 
earnings record which provides analyzed 


detail for each of our 17,000 employees. 
Also important to us is the fact that it 
requires no ‘middle-man’ accounting for 
various deductions, statements for tax re- 
ports, savings bond detail and control, stock 
purchase records and insurance controls. 

“Personnel taken from our own ranks is 
easily trained to produce prompt, accurate 
accounting records which permit us to main- 
tain an efficient operation at all times.” 


( ; Comptroller 


THE NATIONAL CASH REGISTER COMPANY, payrown 9, on10 


977 OFFICES IN 94 COUNTRIES 
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ro---------- 
In your business, too, National ma- 
chines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your near- 
by National man will gladly show 
how much you can save—and why 
your operators will be happier. (See 
yellow pages of your phone book, or 
write to us at Dayton 9, Ohio.) 
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Fe. *ateace MARK REG. U.S. PAT. OFF. oe 


ACCOUNTING MACHINES . 


ARIE manne . CASH REGISTERS 
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International Trading Corp., 90 West 
St., New York. This company imports 
the West German-made line of “Olym- 
pia” typewriters. Current information 
was not available at press time. 

International Business Machines 
Corp., 590 Madison Ave., New York. 
IBM marufactures a line of electric 
typewriters for various purposes. The 
“Standard Electric” is available with 
carriage widths of 12, 16, 20, 24, and 
30 in. Among its features are auto- 
matic electric ribbon rewind, multiple 
copy control, variable line spacer, four- 
position ribbon control, impression 
control, keyboard margin _ set, 
three-position paper bail, and sound- 
proofing. The “Executive Electric” is 
similar, but has, in addition, a justify- 
ing feature so that it can prepare copy 
with lines of equal length; it can thus 
be used to compose copy for reproduc- 
tion by offset and other methods. The 
type is “proportionally spaced;” ie, 
unlike the conventional typewriter, in 
which all letters occupy equal space, 
an “i” is given less space than a “b,” 
which in turn occupies less space than 
a “w.” In other words, space is ac- 
corded each letter in proportion to its 
natural size. Carriages are available in 
widths of 12, 16, and 20 in. The 
“Formswriter,” in addition to the fea- 
tures standard on an electric machine, 
is equipped with a lift pin-feed platen 
for use with continuous fanfold forms, 
plus a tear-off blade. It is offered with 
12- and 16-in. carriages. A fourth model 
has the same features as the standard 
model, but it also has nine decimal 
tabulation keys. IBM typewriters are 
available in 60 type styles. These ma- 
chines are listed with prices beginning 
at $395, $575, $505, and $520 respec- 
tively, plus taxes. 

Metropolitan Tyvewriter Co., Inc., 
18097 Sorrento, Detroit. This company 
distributes “Voss” typewriters, which 
are made in Western Germany. There 
are two models: the “Business-riter,” 
which is a standard model, and a port- 
able. The standard machine has a 13- 
in. carriage with a 12'4-in. writing 
line. The portable has a 9-in. carriage. 
Pica, elite, and “Elite Book (Imperial)” 
types styles are available. The ma- 
chines have 44 keys (88 characters), 
length-of-page indicator, keyset tabula- 
tion with one key to set, clear, and 
“total clear” the tabulator. Vertical 
half-spacing is provided, with 1, 14%, 
and 2-line spacing. Dead keys are avail- 
able for accent marks. The “Business- 
riter,” although designated a standard 
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model, is somewhat smaller than Amer- 
ican models. Prices: $120 and $99.50. 

Olivetti Corp. of America, 580 Fifth 
Ave., New York. The “Olivetti” line 
is made in Italy. The portable model 
is light in weight and compact and 
available with pica, elite, and Bodoni 
type styles. The carriage width is 91% 
in., with a writing line of 8% in. Tabu- 
lation stops are set and cleared from 
the keyboard. Features include an 
extra key with plus and equals signs, 
automatic paragraph indentation, half- 
space escapement, and half-line spacing. 


compact stainless steel 
in-and-out board and 
message racks 


more ~~ space 0 on the desk 


Paillard Products, Inc., 100 Sixth 
Ave., New York. Paillard distributes 
the Swiss line of “Hermes” typewriters. 
The “Ambassador” is offered in two 
principal versions. In one the key- 
board is manually operated, but the 
carriage is returned electrically, while 
in the other, both keyboard and car- 
riage are manual. Carriage widths 
available are 12, 15, 18, and 24 in.; 
carriages are interchangeable. Auto- 
matic decimal tabulation is standard 
on one model, Other features include 


a 46-key keyboard, with characters in 


vertical files 


.e 
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more style and trait 


gee OR: 


more of everything 
with 


MOFE than 400 modern steefoffice? 
items in attractive desert fan, mist 
green, hammertone grey and office” 
green. i 


+.' 
ee ee ee ee ee) . 


tell me MORE . . . without obligation send me the new LIT-NING 


catalog and the name of my nearest dealer. 


< LIT-NING PRODUCTS CO. Sales Office P. O. Box 142, Culver City, Calif. 


State 


LIT-NING PRODUCTS COMPANY... 
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SALES OFFICE P. O. BOX 142, CULVER CITY, CALIF. j 
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either pica or elite, an automatic paper 
insertion lever, an intermediate paper 
table, a built-in notebook holder, and 
a jammed key release. Other standard 
and portable models are also offered. 
The Ambassador has a price range 
from $192.50 to $350; plus F.E.T., 
depending on the model and the car- 
riage width. The “Standard 8” is 
is priced at $169.50, plus F.E.T. 
Remington Rand, Div., of Sperry 
Rand Corp., 315 Fourth Ave., New 
York. The Remington Rand line 
includes standard, electric, and noise- 


less models. The standard model has 


a 44-key keyboard; the two additional 
keys provide section and paragraph 
marks, plus and equals signs. Its 
“Fold-a-Matic” construction is designed 
to permit ready access to all internal 
parts. It has also a new lightweight 
carriage. The standard electric model 
has “Intermediate Margin Stop,” pro- 
viding two different left-hand mar- 
gins, for use in sub-paragraphing; 
positioning is obtained by the touch 
of a key. A variety of type styles are 
offered on this machine, and a carbon- 
ribbon attachment is available. The 
noiseless also is available in a variety of 


Now SCRIPTOMATIC offers 
AUTOMATION — COMPLETE 
PUNCHED CARD SELECTIVITY | 
with HIGH-SPEED ADDRESSING 
..-in a SINGLE MACHINE RUN! 


NEW 
ELECTRONIC SENSING 
MECHANISM 
PROVIDES 
LIST HANDLING 
FLEXIBILITY 
AND CONTROL 


Never Before Possible 


By means of programming the data input panel on Scriptomatic’s new electronically 
equipped addressing machines, you get selectivity on the basis of a particular 
hole punched in the master card... or lack of a hole... or a combination of holes. 
This means you now can select, reject, print or skip cards at the same time you 
are addressing them. Automatic counters may be installed to give you up-to-the- 
minute, counts on all the "if", “and” or "but" categories you have programmed. 


Sensing mechanism and master cards are designed by Scriptomatic specially for 
your individual requirements, or the master may be a standard punched card. 
Write today for more detailed information on this new development and other 


Scriptomatic methods and equipment. 


@® Script tic iso regist 


SCRIPTOMATIC INC. 


316 North ith Street, Philadelphia 7, Pa. 


d Trade Mark of Scriptomatic, Inc. 
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type styles. It has a removable platen, 
a cover that snaps on and off when in- 
ternal access is required, and a dial to 
control pressure when making carbon 
copies. A feature of all of these models 
is a positioning scale to simplify the 
centering of letters and headings. Also 
offered is an electric model with ten- 
key decimal tabulation. An additional 
model, the “Dual-Rite” is an electric 
machine which provides both boldface 
and regular printing by inserting a spe- 
cial nylon ribbon between the carbon 
ribbon and the type bar to cause an 
increased ink deposit to be made when 
bold lettering is desired. 


Robotyper Corp., Hendersonville, 
N. C. (Note: Robotyper has recently 
been acquired by the Royal Typewriter 
Co.) Robotyper equipment is designed 
to enable electric typewriters of various 
makes to type automatically at high 
speed from previously prepared rolls. 
Several models are available: The 
standard unit controls one typewriter; 
roll capacity is three full pages of copy. 
Another model is designed to make 
possible the automatic selection of 
paragraphs from a roll, in addition to 
standard operation. Tandem models 
permit the simultaneous typing on two 
or more typewriters of copy from the 
same roll. One arrangement permits 
typing mame and address _ simul- 
taneously on envelope and letter. Aux- 
iliary equipment includes a record roll 
perforator, for preparing the rolls, and 
a reperforator for automatic reproduc- 
tion of rolls from a master roll. The 
designed typing speed of Robotyper 
units is 135 words a minute. Units 
can be set up for systems work: two 
or more machines, operating from the 
same keyboard, can be used to type 
information on business forms; the 
“slave” typewriters can be set to type 
only selected information on the forms. 

Royal Typewriter Co., Div. of Royal 
McBee Corp., 2 Park Ave., New York. 
The Royal line includes electric, stand- 
ard, and portable models. The four 
electric machines have paper capacities 
of 13, 16, 21, and 27 in., and are priced 
from $395 to $525. The standard mod- 
els, with paper capacities of 11, 13, 16, 
21, 27, and 33 in., are priced from 
$192.50 to $340. Three portable models 
are available in a price range from 
$79.50 to $112.75. More than 200 type 
styles are available, and numerous key- 
board designs are offered for special 
business and professional uses; foreign 
keyboards are included. Special at- 
tachments, available on all models in- 
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Let’s talk about Maximum Savings 


and the New Remington Rand ROTO-KARD 


When vou talk about maximum motion- 
economy in rotary-drum filing operations 
... about maximum savings in space, time, 
money and labor, you’ll be talking about 
the new, Remington Rand ROTO-KARD! 
You'll be talking about the most 
compact and most efficient electrically or 
manually operated rotary drum file 
available: up to 6,000 records in only 3.6 
square feet of space... mechanized 
operation for quicker reference and more 
rapid posting...removable tray segments 
for simplified desk use... and more... 
much, much more! 
Get complete information about ROTO- 
— KARD, the new unit that’s ideal for 
F maintaining Cost, Credit, Inventory, 
Ledger, Maintenance, Personnel, Pricing, 
Production, or Purchase record systems. 
Write today for FREE booklet KD770 to 
Room 2131, 315 Fourth Ave., N.Y. 10. 


Remington. Fkand. 


DIVISION OF SPERRY RAND CORPORATION 
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clude ratchets to vary vertical spacing 
and to provide vertical half-spacing. A 
half-back spacer on electric and stand- 
ard models allows for horizontal half- 
spacing. Keyset tabulation is featured, 
with ten key keyset available on some 
models. Dead keys are offered on some 
models. New machines include a 
“Systems Writer,’ which is a 21-in. 
electric modc. with ten key keyset, 
front feed, and other equipment, de- 
signed to handle payroll, accounts re- 
ceivable, accounts payable, etc. A new 
carbon ribbon electric model, the 
“Policy Writer,” is designed for typing 
pre-collated insurance policies. A third 
new mode! has a tractor feed with 
compensating rotator for handling 


marginally punched continuous forms. 
Another new feature is interchange- 
able type bars for use on typewriters 
where additional characters are re- 
quired. The company has recently an- 
nounced acquisition of the Robotyper 
Corp., products of which are listed 
above. 

Smith-Corona Inc., 701 E. Washing- 
ton St., Syracuse, N. Y. Smith-Corona 
offers an extensive line of typewriters, 
including standard, electric, and_port- 
able models. A new electric model, 
introduced last summer, features com- 
plete keyboard control of all functions, 
including impression control, tabulat- 
ing, etc. The keyboard has 88 char- 
acters; automatic repeat action is stand- 


‘set’ your own display tyne 


PHOTO-COMPOSE TYPE BY SIMPLY DIALING! 


Cox 


Yards 
and 
yards of 
beautiful 
type 


~ 


4Ysiuy sisal’ 


: 
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AUTOMATICALLY DEVELOPS, FIXES AND DELIVERS FINISHED PRINTS 
The new Coxhead-Liner is an ingenious photo-lettering machine that 
delivers finished type-proofs, ready for paste-up in ninety seconds. 
It produces copy in all popular styles and sizes of type— ranging 
from 14 pt. to 72 pt. No dark room—no trays—no negatives—no wait- 
ing. Any office girl can produce type composition at her desk. 


§ RALPH C. COXHEAD CORPORATION 
ata TYPE MASTERS 5 720 Frelinghuysen Ave., Newark 5,N.J. 

savings Coxhead-Liner type-masters : Send COXHEAD-LINER Book H-25 
are changed like phonograph ; HOA OME cccccccsecccccnscotece sccvenceosososooccece 

be yond records, dropped into place 45 conan 
compare! on the spindle....ready for : aa a pena 
ection. Letter spacing and ' i rrcciertdatonncrccencipainnenesesseces 
justifying is automatic. § CITY crccccceeeeeees ZONE..STATE. sees “ 
4 For More Information Use Readers’ Inquiry Coupon on Page 100 


ard on the hyphen-underline key and 
available on any or all keys. A Page 
Gage indicates the amount of paper 
remaining in the machine. A wide 
number of type faces are obtainable. 
A companion carbon-ribbon model is 
also offered. In addition, the company 
offers a standard and a de luxe manual 
machine, and five portable models. 
Various carriage lengths, interchange- 
able platens, and ten-key decimal tab- 
ulation are also available. One of the 
portables, the “Skywriter,” weighs 9 
lbs., and is designed to fit easily into 
a briefcase. 

Underwood Corp., 1 Park Ave., 
New York. The Underwood line in- 
cludes standaid, electric, and portable 
models, Five standard models are of- 
fered, with paper capacities of 11%, 
13%, 15%, 20% and 27% in., at 
prices from $192.50 to $307.50. There 
are four electric models, with paper 
capacities of 11%, 15%, 21 and 27% 
in., priced from $395 to $525. The 
three portable models are priced from 
$69.95 to $113.50. Features include 
vertical and horizontal half-spacing. 
Dead keys are available for foreign 
language accents or diacritical usage. 
Ninety different keyboards are offered, 
for various languages and for special 
business and technical uses. More 
than 80 type styles are available, in 
5-, 8-, 9-, 10-, 12-, and 16-pitch sizes. 


AMA conference— 
(From page 31) 


Standard Unit-Time factors, result in 
Standard Man Hours, which can be 
contrasted with actual man hours. 

Speaking of the potentialities of elec- 
tronic applications to office work, Mr. 
Martin said that his company does not 
regard data processing equipment as 
“only an office tool.” 

“On the contrary, although it is well 
suited to accounting applications and 
will probably create immediate costs 
savings in this area, we feel that its 
possibilities are much greater. Perhaps 
the greatest ultimate benefits will re- 
sult from providing the type of in- 
formation which will enable manage- 
ment to make statistically-proven de- 
cisions,” he declared. 

From the employee point of view, 
electronics, rather than being a men- 
ace, can be a boon, he pointed out. 

“Not only will electronics take the 
routine drudgery out of data process- 
ing, but it will free employees for more 
interesting, creative jobs,” he stated. 
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Do your company-printed materials work 
for you... or against you? Each job your 
internal print shop turns out is, in effect, a 
representative of your company. Attractive, 
quality work forms a positive, favorable reaction. 
Poor printing leaves a poor impression. And 
you can’t produce quality offset printing with- 
out quality plates. 

That's reason enough to join the hundreds of 
firms who have switched 100% to 3M Brand 
Photo Offset Plates. 


Make a Better Impression! 


3M Photo Offset Plates can upgrade your 
internal print jobs... and save you money! 


3M are the perfect plates for perfect printing 
. . . at low cost. Because they are Pre-Sensitized 
they save valuable time—actually go from pack- 
age to press in minutes. Because they are A/l- 
Aluminum, they put an end to money-wasting 
problems often encountered with zinc plates. 
But, best of all, 3M Brand Plates’ super-smooth 
grainless surface assures you of flawless repro- 
duction—the sharp highlights, smooth solids 
and fine tonal gradations that say “foremost 
quality”. . . that make a better impression! 


eeccccccccceescccceccccsesssee MAIL THIS COUPON TODAY ecceeccccecsccccecesesseeseses 
MINNESOTA MINING & MFG. CO., DEPT.HM-115S, ST. PAUL 6, MINNESOTA 


3M Photo Offset Plates 


BRAND 
World’s Largest Selling Pre-Sensitized All-Aluminum Photo Offset Plates 


Please send me your free booklet on Offset Plates. 


We havea Press Position 


Name Company (3M 3 


Address City State 
"3M" is a registered trademark of Minnesota Mining & Mfg. Co., St. Paul 6, Minnesota. General Export: 99 Park Avenue, New York 16, N. Y. In Canada: London, Ontario. 
SOSSSHSSSHSSSSSSSHSSHSHSSHSSSSHSHSSSSHESSSHSHSSESHESSEHESSSHSSSESHESESESSSEHEESEHHESEESESEHESHEEEHEEEEEEEE 
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“Complete Control’’ solves 


another coffee-break problem ! 
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COMPLETE CONTROL MOKUM IS 
MAH NAME, AN‘! CONTROLLIN’ 
COFFEE BREAKS IS MAH 
GAME—WIF TH’ RUDD- 
MELIKIAN COFFEE. 

DISPENSERS 


THEY LOVE THAT Kwik- 
KAFE. COFFEE, CC— 
SAVES ‘EM TRIPS 
OUTSIDE, IN ALL 
KINDS O' WEATHER? 
AND SAVES TIME £ \\ 


FOR ME!T 
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The coffee-break is a problem in any size office 
or plant! A Rudd-Melikian dispenser is the 
answer. It’s enjoyed by employees—helps keep 
them at the job. Conveniently and dependably 
serves Kwik-Kafé coffee—100% pure, fresh- 
frozen. Check with your local Kwik-Kafé dealer 
or write direct to us for complete details. 


RUDD-MELIKIAN, INC. x!) 
Hatboro, Pa. 
Gentlemen: 


Please send me Booklet OM-10, explaining how 
to control the coffee-break with R-M dispensers. 


eee a ee | 


| MEET TTETELITIT TTT TTT 
Ps nb bccckse cccensdseseensevereees 
PGs vce edie vewtsaniinbaeeewnnseeem 
GE Views cuneate Zone... .State....... 
Va ee ee a ee ee ee ee ee ee ee ee ee 
76 For More Information Use Readers’ 


Inquiry Coupon on Page 100 


“Instead of being faced each day with 
mountains of monotonous, time-con- 
suming handling operations, employees 
will now be able to turn to more re- 
warding types of endeavor. Electron- 
ics will reduce our monotonous jobs 
but not necessarily our manpower re- 
quirements. These are all morale fac- 
tors which we should not overlook in 
presenting our electronics plans to em- 
ployees.” 

Good employee relations and work 
performance tested against formal 
standards are not only the cornerstones 
of any clerical cost reduction program, 
he maintained; they are interdepend- 
ent—neither can be fully effective with- 
out the other. 

“Only when your employees are 
well-trained, cooperative and receptive 
to new ideas—where they participate 
enthusiastically—will the new 
succeed. 


ideas 


Likewise a happy cooperative work 
force will not insure clerical costs sav- 
ings if their methods are wrong, work- 
loads are unevenly distributed, and 
procedures inefficient—in other words, 
if no standards are available to meas- 
ure their performance. 

“First establish your base of well- 
trained, cooperative, and receptive em- 
ployees, and then introduce the im- 
provements. Don’t introduce them all 
at once, 

“Above all keep employees informed 
and on your side. Everything is pos- 
sible with their enthusiastic support.” 


“Report strangulation” 


Modern data processing methods 
make possible such a flood of reports 
that managemient is liable to be choked 
by superfluous information if it does 
not embark on a formal program to 
determine just which information it 
really needs, and which is irrelevant, 
Richard F. Neuschel, McKinsey and 
Co., told the group at the opening ses- 
sion on Tuesday morning, October 18. 

Speaking on the “Strengthening and 
Simplifying of Management Reports,” 
Mr. Neuschel told the office manage- 
ment audience: 

“Many of today’s executives have 
caught a glimpse of the promise that 
lies in rebuilding a vast assortment of 
traditional accounting and statistical 
reports into a compact, top-flight body 
of management intelligence.” 

This is true for three main reasons, 
according to the speaker: 

1. The long term growth in size and 
complexity of business organizations, 


which has increased management de- 
pendence on formal written summaries 
of operating results as well as informal, 
on-the-spot observations or judgments 
made by managements of smaller busi- 
nesses. 

2. The growing need for better ways 
of measuring executive performance. 
This has been sparked in turn by three 
postwar trends: Decentralization of op- 
erations, management development pro- 
grams, and incentive compensation for 
executives. All these require, to be suc- 
cessful, use of objective methods in 
measuring *xecutive performance. 

3. Development of faster, larger- 
capacity information-producing equip- 
ment. “Many businessmen wonder if 
our ability to assimilate and use man- 
agement information intelligently has 
kept pace with our ability to generate 
it. Are we becoming so diverted by 
the lure of office mechanization that 
we have lost sight of a far greater 
need to sharpen our skills in determin- 
ing what information is of real worth? 
Is management moving toward the day 
when it will need to be rescued from 
its accountants and statisticians?”, he 
asked. 

“There can be little doubt that those 
who profit most from office automation 
will be those who have the discipline 
and perception and resourcefulness to 
determine out of all the information 
that could be made available, what 
small part of it is clearly needed, or 
can be profitably used by the manage- 
ment team. The alternative is likely 
to be ‘report strangulation’.” 


(To be continued in the December 
issue). 


SPA conference— 
(From page 35) 


Mr. Buboltz: “An idea stays ‘sold’ 
only if manegement has ‘beught’ the 
idea. The human element is still very 
important. You and I know that the 
department heads can make your rec- 
ommendations work—or they can 
break them just as easily, if they do 
not thoroughly agree that the system 
is best for them and for the company.” 

Mr. Buboltz took the point of view 
that in establishing new programs it is 
best to move from manual methods to 
mechanized procedures, and then on 
to electronic systems. Following this 
pattern, he said, permits the systems 
man to determine what the savings are 
in each phase and allows him to de- 
termine whether or not it is time to 
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THE BOSS SENT ME SHOPPING 
FOR A STAPLER TODAY! 


"| don’t want any of those 
dainty little jobs,” he said. 
"Just get me a nice big, 
rugged stapler... that nod 
can take it.” 


afl The clerk at the stationery store highly recom- 
mended an ARROW No. 2072. He said to tell 
the boss it has rugged durability and built of 
all-steel to last a lifetime. Also, that it has a 
precision-locked mechanism that's guaranteed 
against jamming and clogging. 


P.S. My boss liked it 
and told me | was a 
good shopper. 


Loads 210 
standard 
staples 


For myself, | bought an ARROW 
No. 105 Stapler. It's a little stream- 
lined beauty that does 4 jobs in one... 
It's a stapler, tacker plier and pinner all x, 
in one. A real bargain for the money. 


NO. 105 
Loads 105 
standard 
staples 


ARROW STAPLERS are recognized in modern 
offices everywhere for their OUTSTANDING 
QUALITY, REMARKABLE VERSATILITY and 
DEPENDABLE PERFORMANCE. Investigate 
Arrow Staplers yourself today. SOLD AT LEAD- 
ING STATIONERS EVERYWHERE. 


PIONEERS AND PACESETTERS 
FOR OVER A QUARTER CENTURY 
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Stole Sickie Gun Tacker 


. ARROW FASTENER COMPANY. (NC. 


ONE JUNIUS STREET, BROOKLYN 12, N. Y. 
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move on to a more expensive installa- 
tion. 

He said, “I believe that any moves 
toward ultimate automation . .. must 
be a step by step process. You move 
on a sound basis when methods and 
systems are developed over a period of 
time, gathering information as to what 
actually exists today in your company; 
recording the data so that it can be 
analyzed by the departments involved 
and by the systems and procedures 
staff; making recommendations for im- 
provement; installing new methods; 
and following up to see that the rec- 
ommendations are valid and that the 
installation is functioning according to 
the plan developed.” 

“He then discussed the basic factors 
in establishing a work simplification 
program: men, materials, machines, 
space and layout, method, money, and 
understanding, and he said the proper 
place to start was with men. 

The principles of work simplifica- 
tion were then examined by means of 
detailed case histories from the speak- 
er’s own experience. 

(To be continued in the December 
issue). 


SAM speaker— 
(From page 38) 


Smiddy declared, “is one which en- 
courages understanding of the inter- 
action and interdependence of our 
many kinds of work processes as well 
as the techniques of each.” 

Discussing “decision by intuition,” 
he said that most successful decisions 
of this type, if analyzed carefully, 
would reveal a thinking process which 
balances alternatives, likening present 
situations to past experience in very 
much the same fashion as formal oper- 
ations research techniques. 

“The human brain programs and 
computes so intricately and so fast 
in fact,” he declared, “that we too 
often tend to see its answer without 
sensing or remembering its full oper- 


(To page 81) 


STATEMENT REQUIRED BY THE ACT OF 
AUGUST 24, 1912, AS AMENDED BY THE 
ACTS OF MARCH 3, 1933, AND JULY 2, 
1946 (Title 39. Unit ted States Code, Section 
233) SHOWING ar OWNERSHIP, MAN- 
AGEMENT, AND CIRCULATION OF 

Office Management, published Monthly at Nev 

York, N. Y¥. for Oct. 1955. 


1. The names and addresses of the pub- 
lisher, editor, managing editor, and business 
managers are: Publisher: Andrew Geyer- 


" saw Inc., 212 Fifth Avenue, New York 
10, Y.: Editor: Robert M. Smith. 212 Fifth 
734, New York 10, N. Y.; Business man- 
ager: James E. P ade Jr., 212 Fifth Avenue, 
New York 10, N. Y. 


2. The owner is: (If owned by a corpor- 
ation, its name and address must be stated 
and ‘also immediately thereunder the names 
and addresses of stockholders owning or hold- 
ing 1 percent or more of total amount of stock. 
If net owned by a corporation, the names and 
addresses of the individual owners must be 
given. If owned by a partnership or other un- 
incorporated firm, its name and address, a6 
well as that of each individual member, must 
be given.) 


Andrew Geyer-McAllister, Inc.. 212 Fifth 
Avenue, New York 10. N. Y. Mary A. Geyer, 
114 E. 84th Street, New York 28. N. Y.: 
Donald McAllister, 212 Fifth Avenue, New 
York, 10, N. Y.: Bernard E. Neary, 1521 
Zuleta Avenue, Coral Gables, Florida; James 
E. Neary, Jr., 22 Herbert Ave., White Plains, 
| e. & 


3. The known bondholders, mortgagees, and 
other security holders owning or holding 1 
percent or more of total amount of bonds, 
mortgages, or other securities are: (If there 
are none, so state.) None. 


4. Paragraphs 2 and 3 include, in cases 
where the stockholder or security holder ap- 
pears upon the books of the company as 
trustee or in any other fiduciary relation, 
the name of the person or corporation for 
whom such trustee is acting: also the state- 
ments in the two paragraphs show the affiant’s 
full knowlcdge and belief as to the circum- 
stances and conditions under which stockholders 
and security holders who do not appear upon 
the books of the company as trustees, hold 
stock and securities in a capacity other than 
that of a bona fide owner. 


DONALD McALLISTER, 
Publisher 


Sworn to and subscribed before me this 19th 
day of September, 1955. 

WILLIAM B. WIRTENBERG, 

Notary Public, State of New York 

No. 31-4312100 

Qualified in New York County 

Certificate filed with City Register, 

New York County 

My Commission Expires March 30, 1957 
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- -- PERMA-STIK, the self-adhesive tube or strip-like label holder that is 
now open on three sides for greater utility. It will hold a card many 
times its own width. Very easy to use. 

FOR BINS AND SHELVES — Available in three sizes. 
yY" 3 6” 


30c per ft. 


x 6” 35¢ per ft. 
PS-1 y 2" 


40c per ft. 


FOR RING BINDERS 


Smooth finished, durable metal constructior 


label clean. Neot uniform appearance —lasts indefinitely. 
$O-1 for 1” Ring Books. . 
SO-1¥%2 for 1%” Ring Books 
SO-2 for 2” Ring Books 


d window protects and keeps 


voter $0.25 each 
-30 each 


FOR POST BINDERS 


9920 Freeland Ave. 


There is o Vinyl Plastic Label Holder for every type of open back binder. 
Will not worp or curl—made to Slip-On any size post. 


OFFICE PRODUCTS, INC. 


Detroit 27, Michigan 
West Coast Distributor: Arch K. Ansty, 17] - 2nd St., San Francisco 5 
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The company runs four factories. 
Each factory makes certain furniture 
items. Showrooms and salesmen send 
in orders, ranging from single items 
to quantity contracts. And each factory 
ships direct to the buyers. 

Formerly, on receipt of an order. 
separate production orders were typed 
for each factory involved; and later 
invoices were transcribed from the 
production orders. Order processing 
took too long, delayed operations and 
deliveries. Then the company turned 
to Ozalid. 

Now an order is typed complete on 
a translucent form, with items for each 
factory arranged in order. From this 
original, two Ozalid copies are made 


for each factory —with other factory 
items masked out. 

After the order is filled, charges are 
entered on the original order form— 
and Ozalid copies serve as customer 
invoice, and records for shipping, 
sales, accounting. 

The resultant advantages are: order 
takes less fewer 
people. Back orders are handled more 
easily. Errors are reduced, and retyp- 
ing eliminated. And Ozalid copies cost 
far less than the forms previously used. 


processing time, 


In any office an Ozalid machine 
displaces hand copying and retyping. 
transcribing, and proofreading. You 
make quickly, copies by simply laying 
a translucent original over a sheet of 
sensitized material; and feeding into 


OZAMATIC (left) is a table model, 
handles sheets as wide as 16”, 
and can make up to 1000 prints an hour. 
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When four factories fill the orders— 
Ozalid speeds deliveries 


an Ozalid machine. An exact, clear, dry 
copy is ready in less than a minute— 
without photography. A letter size 
sheet costs less than 1'2¢! 

Anything written, typed, printed or 
drawn on translucent material can be 
Ozalid copied. Anybody can use an 
Ozalid machine. 

In thousands of offices, Ozalid is 
used for copies of reports, bulletins, 
ledger pages, statements, instruction 
sheets, charts, etc. On cumulative 
reports, new entries are added to the 
original, and Ozalid copies made for 
current distribution. 

Ask the nearest Ozalid distributor 
(see phone book) for a demonstration. 
Or write 183 Ozaway, Johnson City, 
N.Y. In Canada, Hughes Owens Co., 
Ltd., Montreal. 
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I'll keep you posted... 


My job is to follow up your unfinished business. The open circle in 
my colored signal channel positively points out the month and day 
when you had promised someone something. Maybe you want to 
use me as a business safeguard—to make a follow-up or selection of 
“time due” records such as purchase orders, collections, insurance, 
contracts, quotations, production schedules, etc. See your local sta- 
tioner or drop the Smead Company at Hastings, Minnesota, a line on 
your business stationery and ask for a free sample of me, No. 19032. 
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ating process. So we tend to assume 
that this ‘answer’ is achieved by sheer 
intuition, and as a result, we overlook 
its high logical and rational content. 

“Here thea is the point. Pure, un- 
supported intuition is a highly ques- 
tionable, maybe even a nearly useless 
gift in the normal workaday business 
world. Operations Research and Syn- 
thesis, by defining a problem in terms 
of what is known and unknown, by es- 
tablishing both possible actions and 
probable consequences, by bringing a 
problem to the point of final decision 
along identified and pretested paths, 
helps to minimize the hazards in exer- 
cising the managerial or technical 
judgment which attends the final ‘in- 
tuitive’ decisions.” 

The function of management 


Mr. Smiddy defined as the functions 
of management: 

“First, planning—the determination 
of objectives, the establishment of pol- 
icies, and the formulation of programs, 
plans and standards of performance. 

“Second, organizing — the determi- 
nation and classification of the aggre- 
gate work required, the division of 
such work into manageable compon- 
ents and jobs, the grouping of such 
components and jobs into an orderly 
organization structure, the selection of 
individuals tor the jobs, the definition 
of methods and procedures for per- 
forming work to be done, and the or- 
ganization of the manager’s own time 
and work. 

“Third, integrating—the interpreta- 
tion and communication of planning 
and organizing, and the motivation of 
people so as to achieve common ob- 
jectives through their work; in other 
words, the development of voluntary, 
two-way teamwork as an element of 
the duties of every job, fully parallel 
with the internal work contents of 
that job. 

“Fourth, measuring—the devising 
and establishing of measuring systems 
and media and the examination of per- 
formance of people and components to 
develop refinements of principles and 
practices for modification and improve- 
ment of the subsequent work phases 
of Planning, Organizing, and _Inte- 
grating.” 

In over-simplified form, he went on, 
the process of operations research and 
synthesis rests usually on establishment 
of an analogy or parallel between a 
given situation and some known logi- 
cal structure. The standards and cri- 
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teria provided by the structure are then 
applied to the situation. 

“Does this sound somewhat fright- 
ening?” he inquired. “Really, we are 
only talking of the old and familiar 
work of building a ‘model’ of the 
business, or of a particular part of it, 
out of material which can be studied 
and manipulated. Indeed one author- 
ity on managerial accounting practices 
suggests that the day-to-day operation 
of a business can be viewed as a con- 
tinuing experiment.” 

“As a first proposal, I suggest that 
you visualize a circle whose quadrants 
are identified by Hypothesis, Predic- 
tion, Experiment, and Analysis, and 
that these quadrants be connected by 
arrows indicating flow in the order | 
have named. More precisely, we gen- 
erate a spiral, for the intention of the 


qualified 
executives 


This handsome, elaborate Manual—color- 
fully GBC plastic bound—has been months 
in preparation and is one of the most 
expensive and idea-stimulating books ever 
offered for selected distribution. Illustrates 
the many advantages of the modern GBC 
Binding System...increased efficiencies 
...savings in time and money...greater 
prestige, readership, and life for catalogs, 
reports and presentations. Pages lie flat— 
turn easily. You and your staff will want 
to examine this informative manual. Send 


for your FREE copy today. Supply is limited. 


GENERAL BINDING CORPORATION 
812 W. Belmont, Dept. OM-11 Chicago 14 


scientific method is to start with an 
hypothesis, and by the process, land 
somewhere else than where we started. 
In other words, proof of the original 
theory necessarily will provide new 
knowledge, and this cannot help but 
modify that initial theory to some ex- 
tent. 

“It is easy to see how the operation 
of a business can be likened to an ex- 
periment. The business as a whole and 
each of its operations are based on a 
set of initial objectives, and an inter- 
related framework of initial assump- 
tions. They include, for instance, the 
existence of a demand for a product 
or service, the facilities for its produc- 
tion and distribution, the people to 
carry on its work, and similar basic 
and necessary characteristics.” 


(To next page) 
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The managerial problem, Mr. Smid- 
dy said, is to apply suitable methods 
to every part of the total business 
experiment. 

“Let’s look at some of the ways in 
which Operations Research and Syn- 
thesis methodology is useful in the 
business experiment,” he continued. 
“Let me suggest four such ways: 

“First, business assumptions and hy- 
potheses can be enumerated systemat- 
ically and tested for reliability and con- 
sistency. 

“For example, through use of OR 
and S$ methods, the nature and be- 
havior of the market can be more ade- 
quately described, the confusing re- 
lationships of price and volume and 
time and demand more successfully 
estimated, and the dynamic response 
and volume-mix characteristics of the 
manufacturing and distribution  sys- 
tems more clearly established. Out of 
these advances, definitions of basic busi- 
ness objectives and mutually consistent 
functional goals and projects may, in 
turn, be derived. 

“Second, managerial planning crys- 
tallizes objectives into anticipations 
such as policies, programs, and pro- 
cedures. They are aptly classed, for 


Spee-D-Ada 


1. IN SHEETS. Most versatile 
kind of addressing label. Type- 
writer size sheets for typing and 
duplicating. Type 33 labels with 
One insertion in typewriter. Make 
carbons for multiple mailings. Lint- 
free; pod-free. 33 labels, 25” x 
1”, per sheet. 


All with Dennison 
special formula gumming 
for tight adhesion 
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each then really predicts that the ob- 
jective will be achieved if the behavior 
it specifies is followed.” 

Operations research and _ synthesis 
can help in the planning function, Mr. 
Smiddy said, by testing and evaluat- 
ing for a manager the various altern- 
ative programs that might be develop- 
ed out of a body of basic assumptions. 


“A problem in optimizations” 


“I think it’s pretty well recognized,” 
he said “that the real world offers few 
opportunities to choose the single right 
decision and leave behind a forgotten 
residue of totally wrong decisions. 
Managing is therefore increasing!y 
being recognized as being a problem 
in optimizations—of choosing the best 
of the many good or even of the least 
worst. So here again, a_ significant 
function of the OR and S method is 
to facilitate examining policies, pro- 
grams, and procedures in the course of 
exercising managerial judgment to 
determine their probable impact upon 
the optimality of any actual or postu- 
lated course of action.” 

Discussing the question as to wheth- 
er the operation research and syn- 
thesis function belongs within one of 


the existing departments of a business, 
or should instead be an independent 
unit within the concern, Mr. Smidd 
declared that the potentialities of op- 
erations research make it important 
that it be made the full-time respon- 
sibility of a technically qualified group. 

“The growing technical and _politi- 
cal complexities of our real business 
world are plainly emphasizing our 
need to split the total work of the bus- 
iness into portions which can each be 
done in a practical way with normally 
available talents; and it is because of 
this we are steadily required to look 
at OR and § as itself a kind of pro- 
fessional work which is really separate 
from and distinct from the older ac- 
tivities of our typical businesses.” 

Such an independent component 
within the company will give new di- 
mensions to the operations research 
function, he stated. 

Other topics covered at the two-day 
meeting included “The Purpose of 
Operations Research and Synthesis in 
Modern Business”, “Methods and Ap- 
plications of Operations Research”, 
“A Specific Operations Research 


Study”, and “A Look Into the Future 
of Operations Research”. Speakers in- 
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At your stationer’s 
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Make CHILD’S PLAY 
of Copy Work 


N OLD TOWN SPIRIT DUPLICATOR 

is clean and foolproof. There are 

no costly stencils or mats, no messy 
inks or gelatins, no cleaning up later. 
Simply write, type or draw on an 
Old Town master unit and place it 
on the machine. Copy paper mois- 
tened with a clean, alcohol-type fluid 
picks off up to 500 crisp, clear copies 


faster than one a second. And you : 
get up to six colors at once! wae Lape <A guaa 4 L ATO R 


duplicators and 
duplicating supplies. 
Rent your 


OLD TOWN SPIRIT DUPLICATOR 


Old Town Corporation, Dept. OM-1! 


345 Madison Avenue, New York 17, N. Y. 
* Rentals as low as $7.50 per 


Please send me turther information about Old Town spirit duplicators 
month. Get including rental plan, free trial and trade-in offer. 
% Rent one or many machines. the details, 


%& 10-day FREE trial in your own TODAY! 
office. ; 


% Liberal trade-in on your old ma- 
chine if you decide to buy. 
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SPIRIT 
CS 


Model 70 
Manually Operated 


of sharp, clean copies of anything 
typed, written or ' 
little time, with 

such low cost. saa | 

tins, Forms, etc., in 


FREE BOOKLET 


TELLS HOW AND WHY tt — 
MAIL THIS COUPON TODAY! 


eee es ee 


THE CORPORATION 

| 1822 S. Kostner Ave., Chieago23, Ill. § 

I Please send tree booklet on the Conquerors and com- i 

| plete details. No obligation of course. y 

1 Name - 1 

a.) 1 

i otis I 

s ' Address ; 
Bie \ City State 4 
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cluded Carl W. Germack, Manage- 
ment Consultation Service, General 
Electric Co.; Drs. Russell L. Ackoff 
and E, Leonard Arnoff, Case Institute 
of Technology; Dr. Arthur A. Brown, 
Arthur D. Little, Inc.; and D. F. 
Howe, Management Methods Re- 
search, Procter and Gamble Co. 

All conference sessions were held in 


the Roosevelt Hotel, New York. 


Automation— 
(From page 37) 


on work already performed. These 
are: 

1. Verification that the operator has 
selected the proper depositor’s state- 
ment. 

2. Assurance that the correct old bal- 
ance of the depositor’s account has 
been picked up. 

3. Prevention of errors caused by 
picking up overdrafts as positive bal- 
ances. 

4. Elimination of accidental “high 
posting” or “overprints” on figures al- 
ready on the bank statement, through 
an electronic line finder. 

5. Assurance that the correct check 
count balance has been picked up cor- 
rectly. 

6. Totals at the end of the posting 
run to assure that the correct amounts 
of all checks and deposits have been 
posted, 

National Cash Register Company 
has announced that regular production 
of Postronic machines will begin next 
year. 


Burroughs shows magnetic system 


Also shown for the first time at the 
American Bankers Association meeting 
in Chicago was still another develop- 
ment in the field of banking automa- 
tion —a development model of the 
Burroughs Sensitronic, which performs 
several posting operations without as- 
sistance from the operator. 

A magnetic code stripe on the back 
of the posting form is utilized to give 
instructions to the machine. When an 
operator drops the form into the car- 
riage, the machine adjusts the sheet so 
that there is proper vertical and hori- 
zontal alignment with the last previ- 
ously printed item. 

Simultaneously, the machine acts on 
instructions incorporated in the stripe 
to print the old balance. When entries 
are made by the operator, these items 
also are printed on the sheet. The ma- 


chine automatically computes and 
prints the new balance and also re- 
cords it magnetically on the stripe for 
future posting. After the operation is 
complete, the form is automatically 
ejected by the machine. 

The account number is automatical- 
ly coded on the stripe as an added 
guard against error. When the post- 
ing is made, the operator indexes into 
the machine the last few digits of the 
account number. The machine com- 
pares this number with the number 
on the account stripe. If the num- 
bers match, the machine proceeds with 
its operations. If they do not, the ma- 
chine locks zutomatically. 

Burroughs also exhibited at the con- 
vention the “Bank-o-Matic,” which 
utilizes a punched paper tape as input 
of account numbers, activity, and bai- 
ances. Operating with checks and de- 
posits coded with magnetic signals, ac- 
count activity and balances are updated 
on output tape, a complete daily tran- 
script of all accounts is prepared, and 
an automatic trial balance obtained. 

In addition, the Bank-o-Matic, ac- 
cording to Burroughs, can prepare ali 
statements automatically on cycle dates, 
or at the end of the month. 


Sylvania breaks ground 
Sylvania Electric Products Inc. be- 


gan construction of its new Data Proc- 
essing Center in Camillus, near Syra- 
cuse, N. Y., on October 4. 

The 50,000-square-foot Center, sched- 
uled to begin operations February 1, 
1956, will house a Sperry-Rand “Uni- 
vac” electronic computing system, and 
will be the focal point of a 12,000-mile 
private electronic communication sys- 
tem linking 51 cities. (See “Office Man- 
agement,” August, 1955, page 12.) 

The specialized communications fa- 
cilities will connect Sylvania’s plants, 
laboratories, sales offices, warehouses, 
divisional headquarters, and executive 
offices with the Data Processing Cen- 
ter, the company declared. By the 
leased Western Union network, these 
various installations will feed financial 
and production information to the 
Center. The company has 43 plants, 
16 laboratories, and 22 sales offices, in 
19 states. 

Speaking at a groundbreaking cere- 
mony held in conjunction with the 
start of construction, Leon C. Guest, 
Jr., Sylvania Controller, said Sylvania 
was pioneering in the field of data 
processing. 


(To page 86) 
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Management training grows 


The emphasis on teamwork in American business con- 
tinues to grow, and the instances of one-man rule are be- 
coming less and less common, Lawrence A. Appley, presi- 
dent of the American Management Association declares in 
the organization’s 1954-55 annual report, recently distri- 
buted to the association’s 21,000 members. 

As a result, the report notes there is increasing “ac- 
ceptance of the fact that survival of the enterprise is almost 
completely dependent upon an adequate supply of qualified 
management personnel. To this end progressive corporate 
managements are now training the managers of tomorrow— 
not by osmosis, but by a conscious and organized effort to 
impart knowledge, skills, attitudes, and inspiration.” 

In addition to internal company training activities and 
university advanced management programs, companies are 
turning for help in developing executives to such or- 
ganizations as the A.M.A., which utilizes the cooperative 
efforts of business as a whole, according to the report 
which attributes the growth of the American Manage- 
ment Association over the past ten years to this trend. 

During the fiscal year ended June 30, 1955, according 
to the A.M.A. report, the association’s membership passed 
the 20,000 mark, with representation in some 50 foreign 
countries as well as in all parts of the United States and 
Canada. Ten years ago there were some 9,000 members. 
Income exceeded $3 millions—up 25 percent over 1953-54 
and a ten-fold increase during the past ten years. 
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NEW AICO GUIDES 


7 | FOR 
=|] TABULATING 
SYSTEMS ! 


ig 4” Gea Vertical 
. - + , And 
Horizontal 


Designed Especially For Tabulating Usage! 


Extra Rugged For Extra Wear! 

And ALL These Other Features! 
‘ inserts also available. 3 holes in 
ee ive ee a im, Guide reduce compression and 


Your choice of vertical or hori- 
zontal Guides with 3 types of 
Tabs: Plastic insertable Tabs, 
size windows, both sides, 3” static holds. Lip on guide for 


angular or flat; plain tabs; or cus- 
x 1”; strong insertable plastic 


tom, made-to-order Tabs. Inserts 
Tabs: also metal Tabs; avail. ©4SI¢T insertion of inserts. Also 


are machine or typewriter spaced 

with pin feed control punched 
able with or without hooks. Special made-to-order Guides. 
Legal or letter size. Also Write today. 


made-to-order Guides. 


FREE! Full information, samples, literature and name of 
* your nearest supplier on request. Just address 

“Guide Department.” 

97 Reade St. 
426 S. Clinton St. 


New York 13, N. Y. 


INDEXES Chicago 7, Ill. 


NEW NOBLE PHONE BRACKET 


This new Noble Phone Bracket keeps your tele- 
phone out of the way, yet ready for instant use. 
lt increases the working area of your desk 
thereby contributing to greater efficiency. 


Our new £600 bracket firmly holds all three types of phones 
now in use by the Bell System. 


Write for prices 


NOBLE BRACKET CO. 


3322 Boston Avenue Oakland 2, Coiif. 


SORTKWIK _ 
The — ry cies 
Cite! 


FINGERTIP 
PREPARATION 


Made of highest quality cosmetic ingredients. Cannot irritate 
in. Order a supply from your stationer TODAY! Or send 
for one full-size trial container on your business letterhead. 
Write for FULL information 


LEE PRODUCTS CO. : 
2736 Lyndale Ave. So. . Minneapolis 8, Minn. 
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will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 


EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 

Mr. Stationer, recommend BEACH'S 
to your customers. They are now 
more important than ever! 


Beach Publishing Co. 


7238 Woodward Ave., Detroit 2, Mich. 


DESIGN ‘Le 
L SF PROOFS 
DIE 


MAIL US YOUR LETTERHEAD 
PROOF MAILED PROMPTLY - 
NO OBLIGATION 


DEWBERRY ENGRAVING Co. 
801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 


Americo’s Largest Engraver of Fine Stationery 
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Now... Carbon | 
“Weather Cond 


* Exclusive "Weather- 
Conditioned” formula 
makes Carter's Special 
Occasion carbon paper 


handle easily under all 


sorts of weather 
conditions...prevents 


Slippage and stenciling. \ 


S$ 


THE CARTER’S INK COMPANY 


CAMBRIDGE MASSACHUSETTS 
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Good carbon paper is expected to 
be clean, he easily, make 
good copies and wear well, and 
Carter's new Special Occasion 
rates at the top when these 
features are considered. 


But Special Occasion is more 
than a good carbon . . . it is the 
result of an entirely new ap- 
proach . outperforms and 
outwears ordinary carbons be- 
cause of an exclusive Carter 
development, the “Weather Con- 
ditioned” formula. 


However . . . “the proof of the 


pudding is in the eating”. Your 
own test will do more to show 
you why “Weather Conditioned” 
Special Occasion Carbon is the 
carbon for your office than any- 
thing we might say. 

Make your own rigid test. 
Write us for samples, telling 
us whether your office has electric 
or regular typewriters, and how 
many copies your secretary 
usually makes. Then you'll know 
why “Weather Conditioned” 
Special Occasion is the most 
modern, yet the most economical 
carbon your office can use. 


On Sale at Leading Stationers and Office Outfitters 
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Automation— 
(From page 84) 


“In the history of industry,” he 
stated, “no company until now has con- 
ceived and executed the idea of build- 
ing a building around—tailoring a 
structure to fit—the mass and bulk of 
information and communications that 
tie a company together, without which 
an industrial organization could not 
exist.” 

The Center will be company-wide in 
scope, and will provide centralization 
of data processing functions in one 
large facility, Mr. Guest said. Sylvania’s 
rapid growth in many diversified fields 
has made necessary this centralized op- 
eration. 


Included in the function of data 
processing at Camillus will be the 
gathering, recording, computing, and 
classifying of a wide variety of com- 
pany-wide information concerning pro- 
duction volume, sales, billing, and 
many other types of business data. 


TV theatre— 
(From page 33) 


and green chairs. The entire office is 
air conditioned, and represents a con- 
solidation of separate offices formerly 
maintained by the agency in Holly- 
wood and Los Angeles. 

The offices were laid out and the 
furnishings selected by Welton Becket 
and Associates, Los Angeles architects. 

A distinctive and handsome addition 
in a field noted for impressive offices, 
the new Los Angeles center for Mc- 
Cann-Erickson activities is proving an 
effective and stimulating place to work 
for the thirty-seven employees who staft 
it. 


Personnel— 
(From page 26) 


program. They do, however, furnish 
the foundation on which the office can 
start to establish such a program. Even 
the use of these few techniques will 
give significant results in better align- 
ment of workers to jobs, and smoother 
working relations between workers and 
management. When integrated with 
the other techniques available, the cre- 
ation of a full-scale integrated program 
has begun. 

A sound human relations program 
must recognize and employ the prin- 
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ciples of human psychology to gain | 


full effectiveness. We must analyze 


why people work, and then employ | 


various plans that will stimulate work- 
ers to work at full capacity, or at least 
at something like top capacity. 

It may seem ridiculous to analyze 
the motives which make people work. 


| 
} 


They work to earn the money which | 


they need to live. Fair enough. But 


there are subtle distinctions within that | 


major overall purpose, distinctions 
which when understood and used can 
give significant results in increased 
work output and increased worker 
happiness. 


Human motivations vary 


Thus, let’s say we have three clerks 
in one department all doing more or 
less the same type of work, all working 
for the ostensible purpose of earning 
money to support themselves and their 
families. Yet what are the individual 
motives within this overall need that 
actually are most important in each 
particular instance? 


Our first clerk, Jones, may have am- | 


bition as his primary motive. His pres- 
ent job is to him just a step toward an 
eventual goal of power and influence. 
He performs well on his present job, 
but his eye is always on the future; he 
will work at the top of his capacity 
at his present job only if he sees it as 
a prerequisite to the next step up on 
his climb to whatever goal he has set 
for himself. 

Working at the next desk is Smith, 
who likes his present position, is con- 
tented with his present salary, and 
doesn’t want any additional responsi- 
bilities even though they may bring 
greater rewards. Smith will be per- 
fectly happy at his current job for the 
rest of his working life. All he wants 
is assurance he is doing well in his 
present role, and that after retirement 
he will have some source of steady in- 
come. 

On the other side of Jones is Robin- 
son, who is more or less indifferent 
about his present work but has no 
particular ambition to take on a more 
demanding job. Unlike Smith, how- 
ever, he is not content with his present 
salary. He would like to earn more 
money while doing the same kind of 
work. 

Each of our three clerks has as his 
dominating work motive a different 
drive. Intelligent management can 
capitalize on each of these drives by a 
well-integrated personnel program, sat- 
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plus long mileag 


* with a special bonus 
---Carter's Silvertip 
Clean End, to keep 
fingers clean... 
Secretaries happy 
when ribbons 
are changed. 


that gives “Hh xect 


t Carter’s Super 


Nylon Ribbon 


Carter’s “Super Nylon”, with 
the Silver Tip, gives typed 
letters that “steel engraved 
Executive Tone.” 


Carter’s “Super Nylon” 
gives you more “mileage” 
per penny than ordinary rib- 
bons. 


Carter's “Super Nylon” 
comes in three inkings, and 
in special tough fabrics for 
hard-pounding electric type- 
writers ... 


These are just three good 
reasons why Carter’s Super 
Nylon ribbons are actually 


less expensive than ordinary 


“economy brand” ribbons. 


For real proof of Super 
Nylon superiority, buy a 
dozen from your local dealer. 
We have a hunch that after 
you have given that trial 
dozen your own rigid test, 
you'll Standardize on 
Carter’s Super Nylons. 
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isfying each of the clerks in turn, and 
raising production per worker as a 
result. 

How? 

Each of the basic drives outlined can 
be satisfied by a given technique of a 
human relations program, Each of 
these given techniques is complemen- 
tary—they can all be applied simul- 
taneously within one office, as part of 
the overall personnel program. 

Taken together, in combination with 
good selection and assignment proce- 
dures, they can form the skeleton of a 
fairly complete program. 


These techniques are: 

1. First, establishment of a job and 
salary evaluation plan covering all cler- 
ical workers in the office. 

2. After jobs and salaries have been 
evaluated, inauguration of a merit 
rating pay program. 

3. Installation of an incentive pay 
program. 

The first step is organization of the 
various categories of workers within 
the company office, and coordination 
of the salaries paid within each cate- 
gory. Every office executive is familiar 
with the trouble that can develop when 


2 Special ACCO 
PRODUCTS 


To Step Up 
Filing Efficiency 


“Acco-Bound Papers Are SAFE 
Papers’’ is as true today as 50 years ago. 
But today there is an almost unlimited selec- 
tion of Acco products to insure filing effi- 
ciency in every department of your business. 
Your stationer will be glad to show you the 
Acco line and discuss your use of the new- 
est Acco products— 


The Acecopress 
Pin Prong Binder 


For binding the marginal pre-punched sheets 
used in many office machines. Available in 
many sizes in a choice of genuine press- 
board or heavy binder board covered with 
canvas or black pebble grain cloth. The 
binder—for temporary or permanent file use 
—is equipped with an Acco Fastener having 
very narrow prongs. An indispensable aid to 
orderly, safe filing of business machine forms. 


The BFC Acecopress Binder 


Makes your file binders into a library of 
neatly bound and titled books. Similar to 
the famous BF standard Accopress Binder 
but equipped with an adjustable, expand- 
able (up to 6”) back flap to provide a tight, 
flat indexing surface regardless of the thick- 
ness of the contents of the binder. Eco- 
nomical, and ideal for binding all papers. 


ACCO PRODUCTS, INC. 
Ogdensburg New 


In Canada: Acco Canadian 
York Co., Ltd., Toronto 


LEAHY 


and company 


The first and foremost name in 
paperwork and records manage- 
ment—serving corporate clients 
nationally. 


MANAGEMENT 
CONSULTANTS 


337 W. 27th Street, New York |, N. Y. 
LOngacre 4-2070 

58 N. E. SEVENTH ST., MIAMI, FLA. 
9-9018 
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various workers are all doing the same 
type of work, and yet are receiving sig- 
nificantly different rates of pay for that 
work. Equally bad or worse is a situ- 
ation in which seme workers doing 
relatively simple work receive more 
pay than other workers charged with 
much more demanding tasks. 


Job studies cut salary inequities 

Job and salary evaluation is a start 
toward reduction and eventually re- 
moval of inequities which can be very 
serious from a personnel viewpoint, as 
well as from the company’s financial 
viewpoint. And such inequities are 
very common in offices which have 
never instituted salary evaluation be- 
cause so many of these offices have 
gone on paying workers automatic pe- 
riodic increases. Thus, low level work- 
ers who have stayed with the company 
for years and never shown enough im- 
provement to be promoted are often 
receiving higher pay than superior 
workers who have been with the com- 
pany for a relatively short time. 

This type of situation is bad for both 
the company and individual workers. 
It represents a heavy expense to the 
company, since it is paying high sal- 
aries to clerks of no-more-than-average 
ability. It tends te rob employees of 
any inducement to improve their work, 
to move up on the ladder. If a clerk 
is interested solely in income, and 
knows that by simply staying in his 
present job he will earn autematic pay 
increases, there is little inducement for 
him to improve his work. 


Fair pay brings better workers 

By the same token, the company can 
recruit the better, more ambitious work- 
ers under salary evaluation because 
such workers will realize that superior 
work will earn them increased pay 
quickly, that they will not be eternally 
lagging behind indifferent workers who 
have several years’ seniority. 

Salary evaluation plans are estab- 
lished in this fashion. The salaries of 
each individual in each clerical category 
are plotted on a graph. Salaries within 
each category will tend to fall in a 
group although there will be a few 
that will be far below or far above 
the group average. When the chart is 
completed, « curve is plotted for all 
clerical categories represented. Then 
maximum and minimum salaries can 
be established for each category of 
worker based on the average salary 
range within that group. The maxi- 
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mM YOUR 
KELLY 
GIRL... 


“I’ve come to replace your Girl Friday 
until she returns. I’ve had lots of experi- 
ence in many different types of offices 
...sol can fit into your routine quickly.” 


Business peaks, sick leaves, vacations, 
piling work on your staff? Call in “Kelly 
Girls.” For a day, a week, a month, a 
year—you'll be time and money ahead if 
you do. Versatile, efficient ““Kelly Girls” 
work right in your office, on our payroll. 
“Kelly Girls” are “helping out” em- 
ployers in America’s largest corporations 
or in one-girl offices ... they are bonded, 
tested, and guaranteed. Phone the Russell 
Kelly Office Service in your city. If the 
number is not listed in the directory, 
check telephone information—new cities 
are being added daily. 


RUSSELL KELLY 
OFFICE SERVICE 


HEADQUARTERS: Free Press Building 
Detroit, Michigan 
Temporary Gusinessa Women 
to pbsaiat Susinecomen 


For More Information Use Readers’ 
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mum salary for any given group rep- | 
resents the minimum salary for the, | 
group immediately above it in the wage 
scale. ; 

This is an oversimplification of the 
procedure, but it illustrates it generally. 
The company now for the first time 
has a graphic picture of its entire cleri- 
cal wage structure. It can spot the 
serious discrepancies immediately, and 
take steps to insure that they do not 
continue. 


Workers doing work for which they 
are being paid considerably less than 
the average for their category can be 
moved up immediately to the mini- 
mum salary for that category. Obvi- 
ously, workers receiving salaries above 
the maximum for their group cannot 
simply be brought down to the group 
maximum. That would create all kinds 
of new problems. But the maximums 
can be held for all workers currently 
falling within the maximum-minimum 
pay range. They can be maintained | 
for all workers coming into the com- 
pany in the future. 


Gradual approach is best 


Thus, as normal turnover tends to 
eliminate the workers receiving more 
than the maximum established for their 
group, all salaries within the company 
will begin to fall into the concrete and 
clear-cut pattern of maximum-minimum 
pay for each clerical category. 


Now each employee within a cate- 
gory will earn a salary somewhere be- 
tween the minimum and maximum 
limits established for that category as 
long as he remains within that cate- 
gory. It is up to him. If he wants to 
earn more money than the maximum 
salary established for his group, he 
must prove to the company that he is 
good enough to merit promotion into 
the next group. 

After establishment of a sound job 
and salary evaluation program, the 
second step in setting up the formal 
skeleton of the human relations plan 
is creation of a merit pay plan. 

Merit pay means that different work- 
ers doing the same kind of work are 
given varying rates of pay (within the 
maximum-minimum limits for their 
job category) according to their rela- 
tive ability. As such it ties in perfectly 
with a job and salary evaluation pro- 
gram. The entire job structure is now 
formal; promotion from ene group to 
another is made on the basis of ability 
and quality of work; not mere senior- 
ity. Definite standards apply which 


the worker must meet to move from his 


strictly 
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@ WE ADMIT WE'RE PAINSTAKING about 
even the smallest details of every desk that 
wears the “ID'’ trade-mark. For exactly 50 
years, this Indiana Desk symbol has been ac- 
cepted by American businessmen as a guar- 
antee of excellence. Careful selection of woods 
and skilled woodcrafting have kept Indiana 
Desks the standard of value. We intend to 
keep it that way .. . always. 


Don't settle for less than proved- 
quality desks — the kind you'll 
find at your nearest Indiana Desk 
Co., Inc. dealer's. Write right 
now for his name. 


Puente 
wes TUTE 


indiana desk co. ine. 


JASPER, INDIANA © U.S.A. 
OUR SOTH YEAR OF SERVING AMERICAN BUSINESS 


Have You Heard About . . . Have You Seen 


CONVOY "Chem-Board’* 


RIGID, PERMANENT, INEXPENSIVE 


record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shipped 
assembled, ready for 
use. 


*CHEM-BOARD is the 
product of Convoy’'s 
chemical impregnating 
process that makes 
corrugated board 
flint hard rock strong. 


CONVOY 
also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 
WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


P.O. Station B, Box 216-0 
Canton 6, Ohio 


For More Information Use Readers’ 
Inquiry Coupon on Page !00 


89 


|  alal, IP Eine i = | Be a a. 
es 
& vi 
| ; © 
¥ r | | 
| | * 
| Ps 
4 j > | ‘a 
' 5 ; si . Li ; ; 
| i. ’ mgt, ie” ? 
| A EEG aor 
a 4 e tGa 
=: =f a . & “ 
> Fae + . c- a 
| ‘ ae , 3 r , 
, : a | ~¢ & 
, { me toe mv. x 
oa Bas 
| ae 7 oy) eo oe 
. : - A ea . , 
oe. # : 
oe fn ; 
= a | ‘ | i 
| a - 
a ws 
Pp i 
. . * 
| 4 € { t 
a 
| 1 
fog +. . 
; | ’ * 
re ‘an 
; A. . ee 
- | R | & _ a 
oad sere fi 4 te £7 
K * | : IN ram 
1 
Nie va 
| if ‘J 
| a ee 
i, pale? 
es = ) 
A hy. sed = i ,  ——— le oe ae 2 a) cot _ ce : 4 fo ei oa S ee Bi * be ry z 4 
en eee! oe a op) o> - gi oes: ee i Se Ul OE ee 


whatever 
your 


position 


You'll save time & money 
by using this 


GREG IOEA 
BOR¢ETL 


First time ever, Elbe offers & 
a comprehensive FREE 
IDEA BOOKLET! Strictly 
objective, it clearly ex- 
plains when and how to 
use loose-leaf binders. 
This booklet, like all Elbe 
products, is a to 

get results for you. Send 
— for your personalized 
free copy today! 


SHOWROOM 
411 © 4th AVE. 


ELBE FILE & BI 


America's Most C 


Bose Co.. tBe- 
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DENTS AND SPLINTERS 
Completely TTintaated 


ON THE MODERN WOOD DESKS 
by the use of 


MDENSIWOON)” 
DENSIFIED WOOD 
FURNITURE COMPONENTS © 

“Providing the Durability of Steel— 
—to the Warmth and Beauty of Wood” 
“DENSIWOOD"* Knee-Space Posts Are 
Featured by Most of the “Beter-Known" 
Makes of Wood Office Desks Today — 
Make Sure That the Desks You Buy Are so 


Equipped. * Reg. U. S. Pat. Off. 
A PRODUCT OF ——_—————_- 


Lundstrom Laboratories, Herkimer, N. Y. 
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present category into the next higher 
one, 

Now, the new employee entering the 
company will begin work at the mini- 
mum salary established for the job 
category in which he is placed. His 
role in the company, and his possible 
future in the company are made per- 
fectly clear to him in the formal train- 
ing and indoctrination period which is 
so vital a part of the complete human 
relations program. 

He will earn merit pay increases 
rapidly within the salary limits of his 
category if he does extremely well at 
his work. If he does an average job, 
he will earn merit pay increases based 
on length of service at a slower rate, 
but they will definitely end when he 
reaches the maximum salary for his 
category. No further increases will 
come to him unless he merits promo- 
tion into a higher-paid group. 

If he does a below-average job, he 
will earn no increases at all until and 
unless his work improves. 

The brightest and most ambitious 
employees are immediately stimulated 
under such a program. They will not 
always be buried under the dead wood 
of seniority. They can advance within 
their category, and within the company, 
according to a perfectly clear and logi- 
cal plan, if they show above-average 
ability. 

Incentive pay—the third pillar of our 
in-office human relations program—is 
distinct from merit pay ratings, but it 
does not conflict with them in any way. 
Merit ratings distinguish individual 
workers within each clerical category 
according to their respective abilities, 
and so represent varying base pay. In- 
centive plans offer each worker an in- 
crease over base pay based on increased 
production over some standard set as 
a norm. 


Pay depends on effort 


Thus, one worker within a central 
typing pool may earn $55.00 a week 
base pay under merit rating, while 
another higher calibre typist in the 
same pool will earn a base pay of 
$60.00 a week. Each of them under 
incentive pay can earn a further per- 
centage of her base pay if their produc- 
tion is higher than the standard that 
has been set for them. 

Incentive plans, naturally, depend on 
some type of work measurement pro- 
gram, but such programs are a naturai 
outgrowth of the systems revision every 
office must go through if it is to be 


successfully automated anyway. There- 
fore such a plan can logically be put 
into effect during the last stages of sys- 
tems revision. 

Basically incentive plans within an 
office are of two types, depending on 
two different methods of work meas- 
urement. In work areas where most of 
the work done is of a highly repetitive, 
routine nature, individual work meas- 
urement records are kept of the output 
of each worker. These are used as the 
basis of individual incentive pay. In 
departments where there is a great 
deal of variable work, which cannot be 
measured easily, it is usually best to 
use group work measurement pro- 


Safeguard Your 
Business Secrets 


Now you quickly and easily destroy 
confidential papers and obsolete 
records right in your own office. 


NEW SHREDMASTER 


Bantam 10 


Portable shredding machine designed 
especially for office use, the size 
. and weight of a business typewriter! 
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The only office paperg 
shredding machine that 
destroys confidential pa- 
pers quietly and cleanly. 
Greater capacity, speed 
and safety than ever be- 
fore! Compact, modern 
design. Exclusive slanted 
gravity feed speeds shred- 
ding of paper in multiple 
thicknesses, tickets, cards, 
coupons and labels. Any- 
one can operate the 
Bantam 10. Safety throat 
assures protection. Priced 
well within the budget of | cludes 10 day free 
all businesses, large or | trial details. Write 
small. “BANTAM 10” on 
Manufacturers’ guarantee. | your letterhead or 
Authorized dealers in | postcard, and mail 
most cities. today to: 


‘The SAREDMASTER ‘@.../. 


Manufacturers Of The Most Complete Line Of 
Office And Industrial Shredding Machines! 


A Division of Self Winding Clock Co., Inc. 


UNREADABLE SHREDS © 


come out nerc. ,f 


- 
Senne?” 


FREE: 


Illustrated descrip- 
tive folder in- 


193 Willoughby Ave. Brooklyn 5, N. Y 
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You Get Things Done 


BOARDMASTER VISUAL CONTROL 


Graphic Picture of your operations— 
spotlighted in color. You see what is 
happening. Saves you time, prevents 
errors. Simple and Flexible. Easy to 
operate. Write on cards and snap in 
grooves. Ideal for Production, Sales, 
Scheduling, Inventory, Etc. Made of 
metal. Compact and attractive. 


Full Price $4950 with Cards 


FREE 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


24-Page Booklet No. G-400 
Without Obligation. 


55 West 42nd Street © New York36,N.Y. 


for increased office efficiency 


SOUNDEX 
PARTITIONS 


. . . Soak up noise 
like blotters 
soak up ink! 


HERES WHY 


Partition panels 
consist of perfor- 
ated surfaces 
over acoustical spun 
glass and “‘float- 
ing” sound boffle. 
Incoming sound- 
waves are trapped, 
snubbed and dis- 
sipated. You'll love 

the silence... 


WRITE FOR 
FREE CATALOG TODAY. 


Gi Z eee: 


2417 EASTERN AVE., S.E.,GRAND RAPIDS, MICH. . 


For More Information Use Readers’ 
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grams. These measure group output 
on work carried which is routine, and 
take average output over a fairly long 
time period as the basis of incentive 
pay bonuses. Each worker in the group 
shares equally in the bonus earned by 
the group. This protects the worker 
who may have been assigned work out 
of the routine which would earn her 
no credit under individual work meas- 
urement techniques. The time average 
protects the group as a whole against 
low output during a period when most 
of the work is non-routine. 

These are three of the techniques—- 
three of the most important techniques 
—that can be used to establish a sound 
pay progtam, fair both to the company 
and to emplovees. They have all been 
oversimplified here, but they are all 
feasible. They can be instituted in 
every office. They are equally applic- 
able and beneficial in the small and 
medium sized office as in the giant 
concern. 


Plan fits all types of workers 


How do these three techniques, 
coupled with the selection, assignment, 
and promotion techniques outlined 
earlier, meet the human drives of our 
clerks—Smith, Jones, and Robinson? 


Jones, the ambitious man, is able to 
demonstrate clearly some of his quali- 
ties for promotion through the work 
measurement program that has been 
instituted. Moreover, because the job 
structure for the entire clerical area has 
been formalized in a clear-cut ascend. 
ing pattern, through salary evaluation, 
and through the establishment of spe- 
cific criteria for movement from one 
job category to the next, he can aim 
with some precision at the next job up 
the scale. He knows what is required 
for promotion to that job. He knows 
that the man who is senior to him, 
but who is not as competent as he is. 
will not be pushed ahead of him simply 
because of seniority. 

Robinson, while still remaining in 
his present category, can earn more 
money through the twin devices of 
merit pay and incentive pay by simply 
doing a better job in his present posi- 
tion. 

Smith knows that his present job 
and present pay are safe as long as he 
maintains his relative standing in the 
department—and his standing is known 
to him always through his place on the 
merit’ pay scale. If his company has 
any type of pension plan, all his work 


KODAK’S SENSATIONAL 
VERIFAX COPIER 


Big factor in 
$350,000 
sales jump 


A $240 Kodak Verifax Copier— 
operated by the office boy at Jack 
Dreyfus Cs., N.Y.C.—keeps 15 over- 
scas sales agents up to date on con- 
stantly changing prices and addi- 
tions to automotive parts lines. 
For example, 15 Verifax copies of 
a manufacturer’s catalog page are 
made on prepunched paper in less 
than 5 minutes. These photo-exact 
copies cost just 2¢ each... are pro- 
duced under full room light with 
this completely different copier. 
Getting such information out 
immediately has contributed greatly 
to this small exporter’s spectacular 
$350,000 increase in sales this year. 
Savings on retyping alone paid for 
Verifax Copier in just 3 weeks. 
Valuable tips for boss and 
secretary— based on ex- 
periences of thousands 
of Verifax users—are 
- described in new free 
booklet giving full 
details on this sensa- 
tional $240 machine. 


KODAK VERIFAX COPIER 
only $240 
—-—MAIL COUPON TODAY: 
Eastman Kodak Company 
Business Photo-Methods Division 

343 State Street 

Rochester 4, N.Y. 

Please send free copy of “Verifax 
Copying — New Time-Saver, New Idea 
for Every Office.” 


72 
Name 
Position _#% 
Company 
Street 
City State 


Price quoted is subject to 
change without notice. 


For More Information Use Readers’ : 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


COFFIELD 
EVERLASTING 


ORGANIZATION 
CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

« All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Free Illustrated Folder 
with Price Schedule No. OM-11 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 


tow Long ’ ‘ 
Should Records r Kent 
this FREE 


booklet tells 


Now 
available— 
our Manual of Re- 
cord Storage Practice 
with Retention Periods for 
general business and banks. It 
tells a simplified story of record 
procedure and an easy-to-do 
storage plan for inactive records. 
A VALUABLE GUIDE FOR 
EVERY BUSINESS. For your 
FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., Dept. OMI! 
720 S. Dearborn St., Chicago 5, Illinois 


For More Information Use Readers’ 
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goals are secure. And some type of 
pension planning or profit-sharing ar- 
rangement against retirement is one of 
the human relations areas that has al- 
ready been explored fairly thoroughly 
by most progressive offices. 


Each of the three clerks’ different 
drives is satished in some measure by 
the various facets of the basic human 
relations program outlined. Each of 
them, in response to this satisfaction, 
will give better work to the company. 


And their work is still essential, and 
will continue to be essential. The very 
best system ever devised, the most high- 
ly automated work flow, can only be 
as good as the people who operate it. 
The company that neglects its office 
personnel in pursuit of the glamorous 
chimera of automation will only defeat 
its own purposes. The basic elements 
of office production are systems and 
people. Automation must, to be suc- 
cessful, be based on successful systems 
planning, and successful human rela- 
tions. It cannot be successful if either 
of these equally important factors is 
ignored. 


High calibre people will be needed 


The people who staff the automated 
office we are discussing so eagerly may 
be of uniformly higher calibre than 
those we know in our offices today. 
But they will still be human beings, 
subject to all the whims, the vagaries, 
the prejudices, and the responses of 
human beings. And they will still de- 
termine the general efficiency of our 
office, no metter how shiny the ma- 
chinery, how ingenious the system, they 
administer. The machinery and the 
system will on'y operate as well as they 
make it operate; people will always be 
the controlling element in office opera- 
tions. 


That is why the wise management 
official will insure that the movement 
toward a more highly automated office 
is part of a dual movement. That is 
why he will insure that, as systems are 
revised to incorporate the principles of 
office automation, serious attention and 
effort are given to development of 4 
sound and well-rounded human rela- 
tions program. 


He will do this for one simple rea- 
son, if for no other: it is only through 
development of a well-integrated hu- 
man relations program that the auto- 
mated office can be assured of a clerical 
staff of high enough quality and suffi- 
cient drive to make the new system 
work as it should. 


Soundscriber announces 


installment plan 


Joseph H. Hoyt, president of the 
Soundscriber Corp. has disclosed that 
his company has worked out a monthly 
installment financing plan with terms 
running as long as two years, as a 
means of making dictation equipment 
more readily available to the country’s 
offices. The plan has been developed 
with thé assistance of the C. I. T. 
Corp., a subsidiary of C. I. T. Finan- 
cial Corp. 


Washington air conditioning 
system 


The York Corp., of York, Pa., has 
begun construction of what is believed 
to be the largest hydraulic refrigera- 
tion system of its kind in the world. 
The system will include four large 
centrifugal refrigeration units using 
about 10,000 horsepower and will pro- 
vide chilled water to a loop system 
holding about 600,000 gallons. The 
installation is being made in the Capi- 
tol Power Plant in Washington and 
will serve the air conditioning systems 
in seven large government buildings 
within a two-mile circle. 


Accounts & Bad Debts 


COLLECTED 


Anywhere in the U. S. A. 
OR NO COST! 


e 
Bonded Collectors and Attorneys 
Everywhere. We Pay All Collec- 
tion and Legal Fees. 
* 
Quick Results—Low Cost 
- 
Write or Wire For Low Rates 


Credit Clearance Bureau 


Div. O © 250 W. 57 St., N. Y. 19 
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IT TAKES TO DO 
ALL THESE JOBS SO WELL 


AIDS THE EXECUTIVE 


N-C is the smart-looking, executive-type 
Stapler — never awkward, never un- 
sightly. Its smooth, plier-type action is 
always q-u-i-e-t. Portable, it stows away 
flat in any desk drawer. Executives and 
secretaries prefer it that way. 


SPEEDS THE FILING 


N-C requires no table-top or file-top 
pounding — it works right in the hand. 
Besides, it’s so much easier to staple-while- 
filing. Faster, too. 


HELPS THE SALESMAN 


N-C provides easiest way to keep field 
reports, orders, memos, expense accounts, 
bulletins, price sheets in proper order. 
Convenient too, because it tucks away, 
flat and compact, into the briefcase or 
hip-pocket. 


SERVES THE STENO 


She keeps her N-C in the well of her desk, 
leaving the desk-top free and clear. 

1 Quiet, easy-acting N-C invites constant 
use, guards against lost papers. 


BENEFITS THE HOUSEWIFE 


N-C provides the simplest fastening 
method for countless uses. Replaces pins 
and glue. Reseals containers. Aids in 
sewing. Affixes name tags, labels, etc. 
Makes party decorations and favors. 


Remember — N-C Pliers and N-C Pinch- 
point Staples are engineered to go together 
...for better, easier, flawless stapling in 
offices...shipping rooms...stores... 
schools .. . factories ...and in the home. _ 


STAPLER 
Tit just CLICKS 


NEVA-CLOG PRODUCTS, INC. 
Bridgeport 1, Connecticut 


0. H. Davison & Co. * Pacific Coast Rep., 
609 Mission St., San Francisco 5 
Canadian Staples Ltd.—Montreal, Toronto, Winnipeg, Vancouver 
Se eh a RETIRE ER ee 
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are 
specialists _ 


For best performance, 
they require tools 
specifically designed for 
the exact job. That’s why 
for just about any job in 
plant or office— 
value-minded purchasing 
agents choose a particular 
pencil from among 


famous Dixon 


TICONDEROGA and company 


The finest family of specialists in all pencil-dom 


| 


Dixon TICONDEROGA— For 
generations, the favorite of exec- 
utive, secretary, and just about 
everyone who demands a fine 
pencil, Its value is in its quality. 


Dixon THINEX — Slim and 
strong—it stands up! Particularly 
good for bookkeeping and pre- 
cise color work, 


“Dixon BEST’—All of its colors 
make bold, broad strokes. A 
favorite among architects, engi- 
neers and artists. 

Dixon ENDURO — Movable 
mouthpiece takes any size pencil 
and sharpens it quickly, 
smoothly, easily. 


Thinex and “Best” are packed in a variety of assortment boxes. 


Most pencils of TICONDEROGA and company have special 
LEADFAST® construction to help prevent wasteful breaking 
and splintering. Choose specific pencils for specific jobs. Order 
TICONDEROGA and company today from your stationer. 


Pencil Sales Division 87-J-11 


THE JOSEPH DIXON CRUCIBLE COMPANY 
Jersey City 3, N. J. 
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ac-a-desk 


THE ORIGINAL 
DESK STABILIZER 


TYPING BECOMES 
easier, 
faster, 
neater 


OVER 50,000 IN USE TODAY 


Turn out neat, handsome letters by letting 
economical Jac-A-DEsK take the skipping 
and piling out of your typing. Modern, 
streamlined JAc-A-DEsk reduces errors due 
to typing tiredness, too. At the end of the 
day you're fresher, more relaxed. In fact, 
if youre not using JAC-A-DESK, you're 
working too hard! 


No clumsy locks or sharp edges 
to bump shins or snag nylons 


Jac-a-desk works simply, automatically . . . up in 
a jiffy, down in a jiffy. Telescopes to fit desk 
drawer. Sure grip rubber ends. Handsome satin 
finish won’t rust. Expands from 16” to 30”. 


S 4%; Order direct from manufacturer 
Your money back if not delighted 


1” §, SO. LA BREA, LOS ANGELES 19, 


GONCO MANUFACTURING CO. ur 
{ 
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Catalogs, Booklets, Brochures 
for the office 


Office Equipment 

Shaw-Walker Co., Muskegon, Mich. The Office Guide, 
a catalog of nearly 300 pages, offered to purchasing and 
office executives. It contains pictures, descriptions, specifi- 
cations, and prices of the many office items in the Shaw- 
Walker line, including filing cabinets, desks, chairs, ac- 
counting machine supplies, filing systems and supplies, loose 
leaf binders and forms, transfer cases, safes, etc. (1 


Business Stationery 

Neenah Paper Co., Neenah, Wis. 
What Do You Spend for Each of Your 
Business Letters?, a small booklet with 
suggestions on how to economize in 
the writing of letters. (2) 


Steel Partitions 

Aetna Steel Products Corp., 730 Fifth Ave., New York. 
Bulletin on a new prefabricated sieel wall called “Perspec,’ 
which is designed “to get away from the partitioned ceil 


effect.” (3) 


Protecting Fabrics From Dirt 

E. I. Du Pont de Nemours & Co., 
Inc., Graselli Chemicals Dept., 2539 
Nemours Bldg., Wilmington, Del. 
New Answers From Du Pont to the 
Old Problem of Dirt and Soiling, an 
illustrated bocklet on how Ludox, a 
Du Pont product, is used to protect 
fabrics, walls, wallpaper, rugs, and 
other surfaces from soiling. (4) 


Acoustical Treatment 

National Gypsum Co., Buffalo 2, N. Y. The Decibel, 
magazine giving case histories concerned with acoustical 
treatment of buildings. (5) 


Steel Shelving 

Remington Rand, Div. of Sperry Th 
Rand Corp., 315 Fourth Ave., New - 
York, Steel Shelving, a 48-page catalog, ae 
No. FF 188, containing descriptions 
and specifications on a wide line, of 
shelving equipment. (6) 


Clipless Paper Fastening 

Lansdale Products Corp., Box 568, Lansdale, Pa. In- 
formation sheet entitled, The Uses and Advantages of Clip- 
less Paper Fastening. 


For further information, use Reader Inquiry Card on 
page !00. 
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CATAL EPENOTURES ATTRACTIVE, LEGIBLE, The Business Game goes smoothly 


sae when moves are signalled b 


ELIMINATE 
PROPERTY CONTROL 


! - ™ wu-vise 
« SIGNAL 

: “\Jertica 
There is a remedy, a sure cure, for pr ior Records 
headaches caused by inadequately “tagged” 

fixtures and equipment. Identify with Serially Num- 
bered “AUTOGRAPHS.” They're attractive! They're 
legible! They're easy to use! They stay on the job for 
life on almost any clean surface ...on crackle finish, 
too. To apply, simply brush solvent on the adhesive 
backing and press into place. Serially Numbered 
“AUTOGRAPHS” can’t mar fine finishes or damage 
precision equipment. Mount them proudly “out-front” 
where they can prove their effectiveness. Try this 
tested remedy for property control headaches! 


The Teademank of, Perfect property control / 


se J Write for free color folders 
ME TALQAALT inc - % on Graffco Products. 
WRESE TARAS FEDERAL SOUTH & 16TH ; i GEORGE B. GRAFF COMPANY 
on your business letterhead for ; 
“try before you buy” samples. MASON CITY, IOWA | 54 Washburn Ave., Cambridge 40, Mass. 


INSTANT, AUTOMATIC, 
ADJUSTABLE . . . 


... and costs no more ! ! ! 


Reduce Absenteeism— 
keep employees’ wraps 
dry, aired, and in press 
With Office Valet wardrobe 
equipment employees do not 
face weather in damp-cloth- 
ing that has been crumpled 
in lockers, do not eat soggy 
lunches soaked by wet hats 
or mittens. The 4 foot 3-U 
rack, illustrated, accommodates 
12 employees with spaced coat 
hangers, individual hat spaces, 
umbrella racks and overshoe 
<< shelf. Other units with or with- 

Again Dependable’s exelusive INSTANT, AUTO. KA te ae eee eo 

MATIC ADJUSTABLE feature leads in office equip- factory need. 

ment. Both stand and chair have NEW plastic Phen- | 

olic Base. You pay no more—yet, you get greater 

comfort and far more efficiency! Ask your dealer 
mi for free trial. If dealer not available, write — 


WRITE FOR BULLETIN OV-61 


. DEPENDABLE MANUFACTURING COMPANY 


t 
; New Factory at Bellevue, Nebraska VOGEL-PETERSON CO. 
Se LL Ee 1121 West 37th St. «© Chicago 9, Ill. 
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Order for your desk 
a time-saving 


DUX "COMBI" 


New combination Tape Dispenser 
and Precision Pencil Sharpener. 
Speedily sharpens standard and 
jumbo pencils or crayons—replace- 
able razor-sharp blades. Any small 
roll ot any kind tape will fit into 
base up to %". The most prac- 
tical desk gadget. No. 9559NB. 


See your stationer or write us 
direct. Orders shipped promptly. 


FRED BAUMGARTEN 


Dept. Y-9, 675 Cooledge Av. 
Atlanta 6, Ga. 


KNOW ALL THE BENEFITS of 


THE MARKET'S FINEST PENCIL ERASER! 


Ask Your Stationer For 


Waldon Robes Enanau 


NO. 440 GREEN GLOW! 

@ Superb quality, uniform green rubber 
texture for cleanest, scratch-free 
erasing. 

* Super-convenient, "stubby", bevel 
shape in the two most practical sizes. 
(The larger size, No. 441). 

The ideal, all-around pencil eraser and 

cleaner for office and general use. 

WELDON ROBERTS RUBBER CO., Newark 7, N. J. 

World's Foremost Eraser Specialists 


WILL BUY FOR CASH 


USED BILLING & BOOKKEEPING MACHINES 


BURROUGHS.............. Model #7200, 7800, M-215, M-222, M-235, M-806 
BURROUGHS—SENSIMATICS. .... 0... ccc cue ceeeeee 5a 1 F200, F300, F400 
NATIONAL CASH REGISTERS................ 1900, 2600, 6000 Class 
N.C.R. PROOF & ANALYSIS...... ait ad 13s) ‘22115 sei 
.GD, GHD Cites... <siscnsscices £30612 (124—2X) 8 23—40,000 
N.C. R. INSTALLMENT POSTING. . ghza0e (44 UP), Aza] (2) (ei) (630) 
OE BOOP MOIR ois 0 ccsscceasace 31—10—I0 (18) 20° 700,000 & over 
oh i nsikn cieknana ta bcateagioleia s2ea0s1" 3600, 000 & over 
a Toss ok cine ponies adele tae $685 sY175,000 AS over 
BRANDT COIN MACHINES—Model Se canal $60, 61, 100, fr «150, 200 , 201 
SE WENN s 60 40.50 bis convecdatondnesenevianseiaeninenn Size 5x8 ‘only 


Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 
Dept. 3M, 140 West 42nd Street New York 36, N. Y. 
BRyant 9-1459 Wisconsin 7-1220-1-2 
DEALERS IN USED ACCOUNTING MACHINES 


BE 
: WELL-APPOINTED 
The BB ... ALWAYS 


Gentleman 


(A reat Sartoriat Sharpie!) 


Crossed his dates— ##)\\ier eat 
Got the wrong corner... Ask your stationer for prices 
wrong time. WORK-A-DAY 

' SCHEDULE-A-DATE 


Moral: Use your Keith Clark Desk Calendar to arrive 


at important business and social engagements 
—calmly, efficiently, and socially relaxed. The Calendars that work for you. 


>) 
Ke Keith Clark, Ime., 130 west 2nd st., New York 36, N.¥. 
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(Continued from page 94) 
Direct Mail 

Tension Envelope Corp., 19th & Campbell Sts., Kansas 
City, Mo. Envelope Economies, a 20-page publication de- 
voted to the subject, “How Direct Mail Can Fit Into Your 
Business,” written by H. R. Hoke, Jr., vice president, The 


Reporter of Direct Mail Advertising. (8) 

Drafting Room Furniture MAYLINE 
Mayline Co. Inc., 621 N. Commerce i. 

St., Sheboygan, Wis. Catalog No. 8A, DRAFTING 


Drafting Room Furniture and Equip- 
ment, covering tables, plan files, stools, 
drawing kits, and drafting equipment. 


Control Boards 

Methods Research Corp., 441 Mosel Ave., Staten Island, 
N. Y. Folder describing the Magne-trol Control Board, a 
magnetic steel board on which sales control, job status, and 
personnel information, organization charts, etc., can be 
shown with magnetic display pieces. (10) 


For further information, use Reader Inquiry Card on 
page 100. 


Floor cleaning procedure suggested 


FLOOR CLEANING costs can be cut by following eight 
steps in waxing industrial, institutional, hotel, office and 
other large floor surfaces, according to the Industrial Divi- 
sion of The Fuller Brush Company, which currently is 
furnishing a free wall chart on daily and other periodic care 
of all types of floors. 

The eight steps are: 

1. Sweep the floor with a brush or dry mop to remove 
loose surface dirt. 

2. Remove old wax completely, taking care not to leave 
any soap film or residual alkali which would result in a 
streaked, slippery condition. A new concentrated synthetic 
liquid detergent will safely strip wax from floors in just one 
application. Soils, oils and wax are held in suspension and 
will not redeposit. Only a single rinsing is needed with 
this new detergent which leaves no deposit on the floor. 
A weaker dilution of the detergeat will mop away the soil 
without removing the wax. 

3. Let the floor dry thoroughly. Plan to wax on a dry 
day to facilitate drying. 

4. A wax applicator is the most efficient tool for waxing 
large areas. Pour a water emulsion heavy duty traffic floor 
wax into a shallow pan, dip the applicator and wipe it 
across the edge of the pan to remove excess wax. A clean 
wet mop can also be used to apply wax to floor. 

5. Apply wax in thinnest possible coat in one direction 
only. Do not scrub. Be careful not to go over already 
waxed strip while wet. This will cause a streaked appear- 
ance. 

6. Buff the floor after the wax has dried for a higher 
gloss and a less slippery surface. 

7. Apply a second coat of wax if desired, but allow at 
least an hour for the first coat to dry thoroughly. 

8. Discard the wax left over in the pan when the job 
is completed. 
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“1 do laborless filing, in 
half the time-with 
CORRES -FILE 


..-1 love it!” 


CORRES-FILE increases efficiency — saves 
time (50%) and money—improves employee 
morale, by taking the file clerk out of the 
laboring class! 


ques TIME, LABOR and 
up to 40% in SPACE! 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


Apsco 
products 
are 


Entiat cost 
Durasiity 
Erriciency 
AATTRACTIVENESS 
Low MAINTENANCE 


for office installation 


that’s why purchasing 
agents everywhere select... 


6 


Apsco products inc. 
LOS ANGELES, CALIF. * ROCKFORD, ILL. * TORONTO, CAN. 


READER'S DIGEST... 
Book Division 


Determines what their Readers write about 
by using The Denominator 


Placed on each of 40 desks in their Customer-Contact De- 
partment, The Denominator enables each girl to tabulate 
the nature of every piece of readers’ mail answered. Sum- 
mary of totals from each Denominator provides accurate 
picture of customer contacts—as well as providing a means 
of allocating clerical time to circulation, editorial, etc. 


What's your counting-sorting problem? 


For FREE illustrated brochure 
write Dept. OM-56 


i +++4) 

The DENOMINATOR COMPANY, Inc 

F 261 BROADWAY, NEW YORK 7, N.Y. 
“Mahutediiners side Tabulating Machines tie: 40 years 


PLYMOUTH RUBBER BANDS 


OUTSTRETCH | . OUTLAST... OUTSELL... ALL OTHERS 


@ Bands for Every Purpose 


@ We'll Make Them for 
Your Special Needs 


All Plymouth Standard Bands Made 
to Federal Specifications 


SOLD ONLY THROUGH RECOGNIZED WHOLESALERS 


PLYMOUTH RUBBER COMPANY, Inc., Canton, Mass 
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_ re Bassick 


Unguarded furniture legs raise Cain with expen- 
sive office floors. 

If you've re-finished a floor lately, you know it 
produces a large pain in the pocketbook. And if you 
postpone the job, the worse your floor looks. 

, Best way to prevent floor erosion is to use smooth- 
sliding Bassick Rubber-Cushion Glides. Broad, flat 
base of polished, hardened steel won't mar floors. 
Live rubber cushion absorbs shock. A size for every 
need — adapters for metal-tubing legs. Call your 


hs office equipment supply source 
; today. The Bassick Company, 
ioe Bridgeport 2, Conn. In Canada: 


Belleville, Ont. 


Don’t forget casters! “Dia- 
mond-Arrow” Casters make 
office chairs and furniture 
Me roll at a touch. Double ball- 
bearing action for easier 
swivelling. Soft rubber or 
aa tough plastic treads. Types 
wre for metal or wood legs. 


A DIVISION OF 


ce Ss MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 
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ADVERTISERS’ INDEX 


Acco Products, Inc 
Agency—La Porte & Austin, Inc. 
Ace Fastener Corp 
Agency—The Vanden Co., Inc. 
Addo Machine a, . Inc 
Agency—The F. 
Aigner Co., G. J 
Agency—The McNulty Advertising 


Agency—Atherton & Currier, Inc. 
Allian :e Rubber Co 
Agency—Art Lloyd Co. 
American Lithofold Corp... ... . 63 
A gency—Burlingame-Grossman Adv. 
American Telephone & Tele- 
"7 Sareea 
Agency—N. W. Ayer & 
Apsco Products, Inc 
Agency—Julian R. Besel & 
Arnot - Jamestown Div. 
Steel Products 69 
Agency—Alfred J. Silberstein, Bert 
Goldsmith, Inc. 
Arrow Fastener Co., Inc........ 77 
Agency—Edward Sigler Adv. 
Art Metal Construction Co. 
A gency—Comstock & Co. 2nd Cover 
Artloom Carpet Co., Inc. . . . .62, 63 
Agency—Robert B. Grady Co. 


Bankers Box Co. 
Agency—Frank C. 
Bassick Co., The. . 
Agency— James Thomas C hirurg Co. 
Baumgarten, Fred 
Agency—J. Howard Allison & Co. 
Beach Publishing Co........... 


Carter’s Ink Co., The 86, 87 
Agency—Hoag & Provandie, Inc. 
Clark, Inc., Keith. . 
Agency—Laux Advertising, Inc. 
Columbia ~?_——¥ & Carbon 
Mfg. Co., In 


Assoc. 
Aetna 


"Jacobi A 


Agency—E. M. "Foepait Associates, 
Inc. 
III MR 6 5 cic ake du caves ns 89 


Agency—Rex Farrall, Inc. 
Corry-Jamestown Mfg. Corp .47, 48 
Agency—V alker & Downing, General 
Agency 
Coxhead Corp., Ralph C F 
Agency—United Advertising Agency 
Credit Clearance Bureau... 92 
Agency—Equity Advertising - Agency 


Dennison Mfg. Co.............. 82 

Agency—Batten, Barton, Durstine & 
Osborn, Inc. 

Denominator Co., Inc., The.... 97 
Agency— Moresales Associates 

Dependable Mfg. Co 
Agency—Anderson & Roll Adv. 

Dewberry Engraving Co 

SSMU, 0.5 son cescuseene 
Agency—Fuller & Smith & Ross, Inc. 
xon Crucible Co., Joseph..... 
Agency—Fletcher D. Richards, Inc. 

du aj de Nemours & Co., Inc., 


Agency—Batten, ’ Barton, Durstine & 


Osborn, Inc. 


Eagle Pencil Co. .......... - 
a Te = - Preston, Inc. 

Eastman KodakCo............ 91 
Agency—J. Ww alter Thompson Co. 

Elbe File & Binder Co., Inc... .. 90 
Agency—Kenneth L. Raieou 

Assoc. 
Esterbrook Pen Co., The....... 12 


Agency—The « Aitkin- Kynett Co. 
Faber Pencil Co., Eberhard..... 44 


Agency—Anderson & Cairns, Inc. 
Felt & Tarrant Mfg. Co. (Comp- 
tometer Div.) 
Agency—N. W. Ayer & Son, Inc. 
Felt & Tarrant Mfg. Co. (Dic- 


RIS 5 ass ncawadsinbans 20 
Agency—Tim Morrow Adv. 
ee eee 91 


Agency—Norman-Navan, Inc., Adv. 
General Binding Corp 
Agency—Roberison, Bech & 
Gotsch, Inc. 
Globe-Wernicke Co., T 
Agency—Strauchen & 
Gonco Mfg. Co 
Agency— Banning Co, 
Graff Co., George B. 95 
Agency—E iddy- edie Nickels Co., 


Nae ee 22 
McKim Adv. 
94 


Graphic Systems............... 91 
Agency—Diener & Dorskind, Inc. 
is IN 9.6.45 0:50 0 de'eas 46 


Agency—Hutchins Adv. Co., Inc. 
Hamilton Institute, Alexander. 15 
Agency— Maxwell Sackheim & Co., 

Inc. 


Hammermill Paper Co ; 
Agency—Batten, Barton, Durstine — 
Osborn, <9 
Heyer Corp. oe 
Agency—Frank C. Jacobi ‘Adv. 


Indiana Desk Co 
Agency—K eller-Crescent Co. 
Industrial Tape Corp 
Agency—The Aitkin- Sitesi Co. 


Kelly Office Service, Russell 89 
Agency—Holden, Chapin, LaRue, Inc 


Rash @: Oo. .....25.cesp0e00-- 88 
Agency—Hudson Adv. Co. 

Lee Products Co. . <.. 
Agency—W'm. L. Baxter ‘Adv. 

Le Febure Corp..........----: 19 
Agency bn A. eainee Adv. 


Lit-Ning Products Co ‘ 
Agency—Nides Crane Adv. 
Lundstrom Laboratories, Inc 90 


Macey-Fowler, Inc..... ine ae 
Agency—Givaudan Adv., 
Maragement Control a Co. 92 
Agencv—Scantlin & Co. 
McBee Co., The 7 
A gency— C. J. La Roche & :Co., Inc. 
Metalcraft, Inc 95 
Minnesota Mining & Mfg. Co.. 78 
Agency—Ruthrauf & Ryan, Inc 


National Blank Book Co 8 
A gency—Sutherland-A bbott Adv. 
National Cash Register Co., The 70 
Agency—McCann-Erickson, "Inc. 
Neenah Paper Co 
A gencyv— Burnet- Kuhn Adv. Co. 
Neva-Clog Products, Inc. 93 
Agency—Wilson, Haight, Welch & 
Grover, Inc. 


Noble Bracket Co 


Office Management.......... 
Office Products, Inc......... 
Old Town Corp 
Agency—Charles W. Hoyt Co., Inc. 
Ozalid Div. of General Aniline 
& Film Corp. 7 
Agency—L. E. McGivena & Co.. 


Inc 


Parsons Paper Co. ..... 
Agency—Wilson, Haight, 
Grover, Inc. 
Paterson Parchment Paper Co 58 
Agency—Grant & Wadsworth, Inc. 
Pearl Co., L.A 
Peerless Photo Products, Inc. 41 
a John Mather Lupton Co 


Welch & 


In 
Purcensal Tape Corp........ ai 
Agency—The « Aitkin. Kynett Co. 
Pitney-Bowes, Re bake +4 
Agency—L. E. McGivena & Co., Ine 
Plymouth Rubber Co., Inc 97 
Agency—Gabriel Stern, Inc. 


Remington Rand Div. of Sperry 
Rand Corp 73 
Agency— pm PY Adv. Agency, Inc 

Reynolds & Reynolds Co., The 
Agency— Weber, Geiger & Kalat, Inc. 
Roberts Rubber Co., Weldon 
Agency—La Porte & Austin, Inc. 
Royal Metal Mfg. Co SR 
Agency—Wm. Hart Adler, Inc. 
Royal Typewriter Co......... 
Agency—Young & Rubicam, Inc 

Rudd-Melikian, | PPS 
Agency—Gray & Rogers 


Scriptomatic, Inc.......... 72 
Agency—Roland G. E. Ullman Or 
ganization, Inc. 
Seeburg Corp., J. P........ 
Agency—The Buchen Co. 
Shredmaster Corp., The... . 
Agency—Cayton, Inc. 
Smead Mfg. Co., Inc., The. 
Smith, Inc., CharlesC..... 
Agency. Ayres, Swanson & Assoc., 
Inc. 
Standard Furniture Co. .3rd Cover 
Agency— Moser & Cotins, Inc. 


Underwood Corp......... 4th Cover 
Agency—Brooke, Smith, French & 

Dorrance, Inc. 

U. S. Microfilm Co............ 

Agency—Zlow Adv. Agency 


Visi-Shelf File, Inc.......... 99 
Agency—Ritter, Sanford & Price, ‘Inc. 

Vogel-Peterson Co.......... 
Agency—Ross Llewllyn Adv. 


= 


Wassell Organization........ 97 
Agency—James R. Flanagan Adv. » 
Agency 
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CLASSIFIED ADVERTISING 


Rates are |5c a word. Minienuni charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 


WANTED—ALL TYPE OFFICE Machines, Filing Equipment, Office 
Furniture. Kardex. Acme, Postindex. Will exceed a manufacturer's trade- 
in allowances. Write, Wire. National Office Equipment Co., 429 Broome 
St., New York, N. Y. 


WANTED ROLL -TOP DESK—A_ gentiomnan of the old school, 
an executive type roll-top mahogany desk. If you are located in New 


York City and wish to dispose of a desk of this description, phone Mr. 
Emtee OR 5-3400. 


} FOR SALE: MODEL 3405 Automatic 
Economy Size plates—equipped with 
ard attachments. 


seeks 


Addressograph for style cB 
24 position selector—all other stand- 
This equipment at $2,000.00 is a real bargain compared 


| to new equipment that would cost you $4,500.00 plus tax, today. Write 
to The Distributor’s Group, Inc., 756 West Peachtree St., N. . 
. Atlanta, Ga. 


Positions Wanted 


INDUSTRIAL ENGINEER. 29. MBA, MSIE. Experienced. Available 
project basis to (1) evaluate, modify and adapt business equipment to 


new applications (2) simplify and install data processing procedures. 
OM. 213 


Business ; Opportunities é Services 


PHOTOSTATS: MATTE: a x 11” .20; 11” x 14” .30; 14” x 18” .40; 
18” x 24” .80; Glossy: 8%” A117 30; 13° = 16° 48; 1" = 18" SB; 
18” x 24” 1.80. Prints anda back to back. Work returned same day as 
received. Free \ on on request. Standare Repro Co., 135 W. 22nd St., 
a ae a me 


ACCOU NTING PRACTICE, So. New Mexico. Nets $7,000 per year. 


Established 1919. Finest accounts in area. Outstaning reputation. Owner 
retiring. Priced at only $16,000. Terms. Dept. #22442. Free Bulletin. 
Chas. Ford & Assoc., 6425 Hollywood Blvd., Los Angeles, Calif. 


BUSINESS SCHOOL, WASHINGTON, in leading city. Complete 
courses in secretarial science, accounting & business administration. One 
of the highest rated schools in the Northwest. Grosses over $101,000 per 
year. Excellent location. Established 20 years. Outstanding reputation. 
Priced far below value. Write Dept., #22408—for full information. Chas. 
Ford & Assoe., 6425 Hollywood Biva” Los Angeles, Calif. 


MESSAGE SERVICE & RADIO Calls. 
and 2-way radio service. Ideal location, 
equipped. Room for expansion. 


So Central Texas. Complete 1 
serving 50 air miles. Completely 
Perfect opportunity for one with radio 


experience. Dept., #6588-A. Free bulletin. Chas. Ford & Assoc., 6425 
Hollywood Blvd., Los Angeles, Calif. 
M IMEOGRAPH & OFFSET COMPANY, Denver, Colorado area. 


Handles sales & service, plate work and printing. High gross. Excellent 
location near downtown area. Priced at only $10,000. Dept. #22466. Free 
Bulletin. Chas. Ford & Assoc., 6425 Hollywood Blvd., Los Angeles, Calif. 


MU LTIP L E BU SINESS SERV ICES, San “Francisco bay area. Nets 
$7,000 per year with sales higher this year. Handles secretarial service, 
mimeographing, telegraph, Ticket agency, telephone answering and travel 
agency. Excellent reputation. Ultra-modern buildin Priced low. Dept. 
#22274. Free bulletin. Chas. Ford & Assoc., 6425 Hollywood Blvd., Los 
Angeles, Calif. 


/ TELEPHONE UTILITY CORP. in Montana. Operates in 7 cities, all 
in adjacent areas. Completely equipped; valuable new expansion develop- 
ments. Originated by owner in 1950 with $6,894, revenue. 1954 revenue 
was $47,687. Owner is offering his 65% of the stock at an exceptional 
offer price. Inquire now for full statistic information, Dept. 22227-A, 
Chas. Ford & Assoc., 6425 Hollywood Blvd., Los Angeles, Calif. 


CHANGE OF ADDRESS—In requesting a 
change of address, please give your old ad- 
dress exactly at it appears on our records. If 
possible send us the stencil impression of 
your former address taken from last copy of 
OFFICE MANAGEMENT. Allow 3 weeks for 
corrections. OFFICE MANAGEMENT, 212 
5th Ave., New York 10, New York 
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WITH DOORS > 


For Maximum 
Record Protection 


q WITHOUT DOORS 
For Greatest Record 
Accessibility! 


HERE’S HOW THE VISI-SHELF 
SYSTEM CAN SAVE YOU 
SPACE —TIME— MONEY 


Floor Plan of an Actual Filing Area Before 
Installation of the Visi-Shelf Filing System 


74°7"" 


This area was occupied by 196 four drawer letter filing cabinets with 
a filing capacity of 784 drawers or 20,776 filing inches. 


Floor Pian after Installation of the Visi-Shelf Filing System 
Oo Oo Oo Do (] 
a|Oo Oo Oo Oo 

I} oO» oe oO 


‘Mere Thon Holl the Fring Aree Recovered tor Owner Use! 


90 Visi-Shelf Filing Units, occupying less than half the original filing 
area, hold all of the records previously filed in the entire filing areal 
These units, with a filing capacity of 25,380 filing inches offer 4,604 
more filing inches —an increase of 25% in filing capacity. 


Visi-Shelf File, Inc. ti : 
105 Reade Street 

New York 13, N. Y. i 
Please send free catalog describ- i 
ing the new Visi-Shelf Filing System. J 


Name 


Don't Delay! 
Send for full details of ff 
this remarkable new [§ 
Filing System! ‘ 
©iss | 


VISI-SHELF 
FILE INC. 


105 READE STREET 
NEW YORK 13. N. Y. 


om om om om oe oe ee os ed 
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INQUIRY SERVICE 


For Subscribers to OFFICE MANAGEMENT 


This service is provided for your con- 
venience in obtaining complete infor- 


mation on the new products reported 
& in the editorial pages and in the ad- 
vertisements of this issue. Use this 
form also to obtain manufacturers’ 


catalogs and other aids reported 


; : this month. New products reports, 
x catalog offers and other aids all have 

numbers assigned to them in bold 
: face type wherever they appear in the 


editorial columns. Advertisements are 


dee 


-——-—=— = 
a 
oan 


“. e identified by their respective page 
: ° numbers. Fractional page advertise- ' 
e.@ Cid . ments are further identified by the 1 
i initials of the advertiser. : 
, ! 
- = ! 
On New Products | Simply circle the : 
“ ! 
: e respective numbers . 
i 
Obtain New Catalogs in coupon below 
1 
1 
and Help ful Just circle the numbers on which you ' 
= want further information; fill in your 1 
Literatu re name and address below, tear out and ' 
mail to Office Management. Our office l 
will forward your inquiries promptly 1 
to the companies concerned. 1 
’ 1 ) 
: ; i 
= 1 | 
SEND OFF THIS BLANK... FOR PROMPT SERVICE 
—_— a = a a a a ee ee eee eee oe oe oo! : 
Please for d to the respective companies, our request for ! 
OFFICE MANAGEMENT further information on the items - have circled below. ! 

F 212 Fifth Avenue, New York 10, N. Y. page tina res pg agent be hag this. We understand this is 

fie ' 
Sane NOVEMBER 1955 ADVERTISEMENTS NOVEMBER 1955 . 

‘ (Circle respective page numbers on which ads appear) NEW PRODUCTS ITEMS, H ‘ 
a 2nd . 39 66 85 NBC 92 CCB CATALOGS AND OTHER AIDS ; 
te 3rd Cover 40 67 85 BPC 93 NCP i ive i 

. 4th Cover 41 68 85 DEC 93 JDC (Circle respective item numbers) \ 

3 43 69 85 LP 94 1 Al Bl Wd 

4 44 70 86 95 MI “ 
6 45 71 87 95 GG 2 A2 B2 é 
7 16 72 88 API 95 VPC ; 
; i 23 88 LC 95 DMC s a -s ' 
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SINCE 1886, THE WORLD'S LARGEST 
MAKER OF EXECUTIVE OFFICE FURNITURE 


Standard 


CONTINENTAL OMEGA EXECUTIVE FURNITURE, CHAIRS, DESK ACCESSORIES 
AND COLOR CONTINUITY PLANS ARE EXCLUSIVE WITH STANDARD DEALERS, 


START WITH FURNITURE BY STANDARD 


Fresh as a daisy . . . styled for the man whose good taste others 
follow—this handsome executive furniture is Standard's new Con- 
tinental Omega design. Unlike anything before it, Continental is 
custom-fitted and completely coordinated—the first perfect mar- 
riage of style und strength, friendliness and efficiency in office 
furniture. Drawer assemblies, panels and tops are selected, 
arranged and fitted to your office area and work needs. Every- 
thing harmonizes, for chairs, desk pad, other accessories and the 
color scheme are completely coordinated especially for you. Gone 
are stodgy, cluttered lines. Gone is space-eating bulk. Continental 
brings you an airy, roomy look of good taste that will never be 
out-dated ... an “Office for Living” you will be proud to show and 
happy to work in. 


To duplicate this or other Office for Living plans, look up your author- 
ized Standard dealer in the ‘‘Yellow Pages’’—or write for free folder 


and your nearest dealer’s name. 


THE STANDARD FURNITURE COMPANY, HERKIMER, NEW YORK 
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Give her a new Underwood 150 


...it makes you both look good! 


You look good because every letter your secretary types 


is crisp, clear and distinctive—it says nice things about 
you and your company. 

Your secretary looks good because the new Underwood 
150 is designed for extreme ease of operation... and 
to keep her hands attractive. Underwood’s exclusive 
halfmoon keys end the annoyance of broken fingernails 
and chipped nail polish. 

You both look good because the new Underwood 150’s 
rugged durability means extra years of trouble-free 
service and satisfaction. 
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May we give you a demonstration of the new Underwood 
150? Call your local Underwood Office, or mail the 
coupon below. With your permission, we'll send along 
a gift for your secretary, a bottle of Underwood’s Red 
Nail Polish. Call or mail the coupon today! 


1 
| 
! 
I 
! 
I 
I 
! 
I 
! 
| 
I 
! 
! 
! 
I 
| 
! 
! 
! 
! 
| 
1 
! 
! 
! 
! 
! 
I 
' 
\ 
1 


rk 16 N,. Vs 


Underwood 150. Send oc jy, t a bottle of Underwood's 


for my secretary 3000 time to call for an appointment is: 


ke to see a demonstration, without obligation of the new 


Red 


Name_ 
Title_ 
Company 


Address 


City 


For More Information Use Readers’ Inquiry Coupon on Page 100 
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